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Introduction

The U.S. Department of Energy (DOE) is required to meet sustainability goals mandated by
statute and related Executive Orders (E.O.), including goals for greenhouse gas (GHG)
emissions, energy and water use, fleet petroleum use, green buildings, and renewable energy.

Each year, DOE tracks performance and reports progress annually towards these goals to the
Office of Management and Budget (OMB), White House Council for Environmental Quality
(CEQ), and Congress, through the annual greenhouse gas inventory, annual energy report,
strategic sustainability performance plan (SSPP), and related reports.

Since 2009, the Sustainability Performance Office (SPO) has utilized the Consolidated Energy
Data Report (CEDR) to collect DOE site-level sustainability data and consolidate these data
sets on behalf of the Department.

In October 2014, the SPO launched the DOE Sustainability Dashboard (Dashboard) to serve
several functions for DOE sustainability data reporting. The Dashboard maintains historical
data sets for each DOE site and national laboratory and collects current year data, consistent
with processes established in previous year’s reporting cycles. In addition, the Dashboard
features analytics to provide DOE sustainability personnel with tools for managing sustainability
at their site or within their program.

At this time, the Dashboard does not include all required DOE sustainability data categories. As
such, DOE sites are presented with two options for reporting FY 2014 sustainability data.

1) CEDR Approach — Complete all CEDR tabs using instructions outlined in the CEDR
Technical Support Document. This approach is consistent and relatively unchanged from prior
years’ reporting processes.

2) Hybrid Approach — Complete all data entry categories available in the Dashboard and the
following tabs in the CEDR:

2.1 - Funds, Metering, Training

3.3a - Conservations & RE Measures

3.4 - Building Inventory Changes

4.1 - Source Energy Savings

5.1 - Data Centers

11 - Covered Facilities

For detailed instructions on the FY 2014 reporting process, please reference the CEDR
Technical Support Document and FY 2015 Site Sustainability Plan (SSP) Guidance.

Revisions to this user guide will be published on an as needed basis. A Frequently Asked
Questions (FAQ) section will also be developed. Development of the Dashboard will be an on-
going process. Additional features will be added and content and processes will be continuously
refined.

For more information on the Dashboard or the DOE sustainability reporting process, please
reference the resources above or contact the Sustainability Performance Office at
sustainability@hqg.doe.gov.

U.S. Department of Energy 1|Page
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1. LoglIn

DOE employees (Federal employees and contractors) with assigned duties to the

sustainability reporting and management process may request access to the Dashboard.

The following section outlines the account creation and initial log in process.

1.1.New User Registration

f ‘ Reports ‘ Data ‘ Help

User Registration

Use the form below to create
First Mame is requirad
t Mame is required.
| is required
s required.
DOE Site is required

Account Information
First Name:

Last Name:
E-mail:
Phaone:
Address:
Address 20
City:

Zip Code:
Employment Type?:

Role:

DOE Pragram Office:

DOE Site(s):

Primary Responsibility:

Message For Administrator:

Submit Request

Request a New Account

a new sccount request.

® Federal
O Contractor

N

State:

® Site User O Manager O gite Office D HO Program

Maval Reactors

Office of Fossil Energy

Federal Energy Regulatory Commission
National Nuclear Security Administration N

Office of Civilian Radioactive Waste Manageme
Office of Energy Efficiency and Renewable Ene
Office of Environmental Management

Office of Haalth, Safety and Security

O wvater Management

[ Flees Management

Argonne Mational Laboratory

Bettis Atomic Power Laboratory - PA

Sonneville Power Administration

Brookhaven Mational Laboratory

Easzt Tennessse Technology Park

Environmentsl Management Consolidated Busi
Federal Energy Regulstory Commission W
Fermi Mational Accelerstor Laboratory

Office of Legacy Management W
Office of Management
Albuguergue Complex
Ames Laboratory o)

O Facility Energy Management O Fugitives & Refrigerants

[ Travel & Commute

[ Dats Centers & Slectronics

DOE Sustainability Dashboard

Managed by DOE’s Sustainability Performance Office

O Frocurement
O other

To request a user account:
1. Open the DOE Sustainability Dashboard

https://doegrit.energy.gov/SustainabilityDashboard

U.S. Department of Energy
Sustainability Performance Office
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2. Click the Register tab in the upper right hand corner of the Home Page.

3. Complete the required fields (“First Name”, “Last Name”, “E-mail”, “Phone”, and
“Site”).

4. Complete the address fields (optional).

5. Self-identify “Employment Type” (Federal or Contractor), “Role” (Site User, Site
Manager, Site Office, HQ Program), “Program Office”, and “Site”. Note that if you
are registering as a HQ Program user, select only one program office. Your
respective sites will be assigned to you.

6. Check the boxes denoting your “Primary Responsibility” from a data entry
perspective (Facility Energy Management, Water Management, Fleet
Management, Fugitives & Refrigerants, Travel & Commute, Data Centers &
Electronics, Procurement, Other) (optional).

7. The “Message for Administrator” field may be used to include important notes
regarding your registration. An example may be to add notes justifying your
selection of Site(s) or Program(s).

8. Select the “Submit Request” button at the bottom of the screen, and a
confirmation message appears. Click the “Finish” button.

User Registration

Request a New Account

Your account request has been successfully generated.

You viill be notified via email when/if yaur account has been granted accass to the site.
At this time you will receive your username and password information,

Notification Sent ts System Administrator
Finish

9. Upon account approval, you will receive a confirmation email with a temporary
password. Note: Site administrators will work quickly to approve your account. If
you do not receive an email confirming your request within one day of
submission, please contact sustainability@hg.doe.gov for assistance.

10. In the Log In tab, enter your Username (your email address) and the temporary
Password.

11. Click on the “Log In” button.

U.S. Department of Energy 4|Page
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1.2.Existing Users

Existing users may follow the steps outlined below to access the Dashboard:

1. Select the following link to open the Dashboard
https://doegrit.energy.gov/SustainabilityDashboard

2. From the DOE Sustainability Dashboard Home Page, select the Log In tab on the

top right hand corner of the screen.

Sunday, Auwgust 03, 2014

Login & Register

A e

Usernams:

Password:

Remember Password [

Forgot Password?

3. Enter your “Username” (your email address) and “Password.”

If you are unsure of your account status, please email sustainability@hg.doe.gov,

or select “Forgot Password?” for automated password assistance.

4. Optionally, you may choose to select the “Remember Password” checkbox to

remember your password for future log ins.
5. Click the “Log In” button.

Session Expiration: Your session will expire after 20 minutes of inactivity. Should this

occur, you will need to log in again.

U.S. Department of Energy
Sustainability Performance Office
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1.3. Password Assistance

If you require password assistance, click on the “Forgot Password?” link from the Log In tab.

1. Clicking “Forgot Password?” prompts you to enter your email address.

Log in &

IJsermanme:

Password:

Remember Password [

Forgot Fassword? €=

Manday, Awgust 04, 2014

] sustainability@hqg.doe.go

Register

2. After entering your email address click the “Request Reset” button.

3. Upon successful match you will receive an email with a temporary password to access

the system.

4. Return to the Log In tab and enter your email address and your temporary password.

5. Please be sure to change your temporary password through the Administration Menu
upon logging in. Note that the password length must be a minimum of 6 characters with
one being a special character (i.e., @,#,%).

Password:
New Password:

Confirm New Password:

Change Your Password

Password Change

If you still need help. please contact your administrator.
—Account Information - Change your password

Change Password ” Cancel ]

U.S. Department of Energy
Sustainability Performance Office
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Chapter 2: Home Page
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2. Home Page

The Dashboard Home Page is divided into five sections: Top Navigation Bar, Quick Start
Links, Notification Center, Important Dates, and Resources.

#H ‘ Reporis | Data | Administration | Help

QU'CK‘START LI NKS What would you like to do?

LA ORI

Data Flagged aReport Dashboard Completion Profile
Data Status

3 Notification Center 4
You currently have no notifications 041372044 - Important Meeting
061372014 - All data must be completed for
Message to Users the FY
Flease direct questions and comments to the Sustainability Performance Office at sustainability@hg. doe gov. 06132014 - Site will be down for
maintainance
Thank you.

07132014 - Energy and fuel data

The Sustzinability Perdformance Office s ission deadline

DOE DCEP: Tools, Metrics & Standards
That Drive Energy Efficiency, Briefing by
Paul Scheihing, EERE ITP, Data Center
Dynamics Conference, 16 Aug 2011

1. Top Navigation Bar

The top navigation bar (in blue) allows the user to navigate through the Dashboard and is
described below:

e Home Page is represented by an icon that resembles a house and results in a return
to the Home Page.

o Reports Menu presents options to Create a Report, view Performance Graphs, and
view a Dashboard that shows sustainability goal progress.

o Data Menu provides the ability to Enter Data and review the Completion Status
sustainability reporting.

e Administration Menu allows the user to edit their profile and change their
password. In some cases, Site Users may see a link to edit their site profile.

o Help Menu provides a link to this document.

U.S. Department of Energy 8|Page
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2. Quick Start Links

The Quick Start Links icons provide quick access to key system functions. The links may
also be accessed through the top navigation bar (in blue).

Quick | Description Navigation
Start Alternative
Icon

-E Opens the Data Entry Module. Referto | On the Data Menu, select Enter
' Chapter 5 Data Entry Module for more Data.
-~ information.

Opens the QA/QC Module. Refer to In the Data Entry Module,
Section 5.2 QA/QC Module for more choose “Full QA/QC” button.
information.

@ Opens the Create a Report page. Refer | From the Reports Menu select
to Section 7.3 Create a Report for more | Create a Report.
o information.

Opens the Dashboard Module. Referto | From the Reports Menu select
Section 7.1 Dashboard Module Dashboard.

Allows user to see for their approved From the Data Menu select
site(s) reporting completion status. Refer | Completion Status.
to Section 4.2 Completion Status.

@ Brings up the Edit User page. Refer to From the Administration Menu
Marsge Section 3.2 User Profile. select User Profile.

3. Natification Center

This section provides the user with important notifications, including system settings and
system maintenance. Future development of this section will include user-specific
messages, such as required actions (data entry, approval, etc.).

4. Important Dates

The section communicates important dates, including reporting schedules and deadlines for
submitting data.

U.S. Department of Energy 9|Page
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5. Resources

This section includes links to important guidance documents and user guides (e.g., SSP
Guidance).
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Chapter 3: Administration
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3. Administration

3.1.User Roles and Privileges

The table below summarizes the user roles, access rights, and privileges for each level of
access to the Dashboard. Data sets will be protected according to user roles and
program/site affiliation. Permission may be granted to specific users for viewing other
organization’s data sets. Please contact the SPO at sustainability@hg.doe.qgov for more

information.
User Description Access Privileges
Role Rights
Site User | Site level personnel with Read/write | Ability to enter data for their
sustainability data reporting | to assigned | assigned site and submit to Site
responsibilities. May be site(s). Manager for review.
involved with one or many
data category (i.e., a site After submission, the Site User is
may have multiple site locked out from editing data sets
users, with separate further. Their Site Manager/Site
responsibilities for energy, Office/HQ Program must reject data
water, waste, etc.). set to allow Site User or Site
Manager to modify data.
Site Site level personnel who Read/write | Ability to review (approve/reject/edit)
Manager | oversees sustainability access to datasets submitted by Site Users.
reporting for their site. Site | assigned Ability to submit data sets for Site
manager reviews site(s). Office review.
(approves/rejects) data sets
submitted by Site Users
and subsequently submits
data sets for Site Office
Review. The Site Manager
may also have sustainability
data reporting
responsibilities. Site
Managers may be
contractors or Federal
employees.
Site Entity responsible for Read Ability to review (approve/reject)
Office approving data sets prior to | access of datasets submitted by Site
submission to HQ. Site assigned Managers.
Office users are typically site(s).
Federal employees.

U.S. Department of Energy
Sustainability Performance Office
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User Description Access Privileges
Role Rights

HQ HQ program personnel with | Read Ability to review (approve/reject)
Program | responsibilities of access to datasets. Administrative access to
overseeing and managing respective update user and site profiles.
sustainability activities. HQ | sites.
Program personnel are
usually Federal employees.

U.S. Department of Energy 13| Page
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3.2.User Profile

User profiles contain basic information for each Dashboard user, including name, email
address, phone number, physical address, employment type, role, and HQ Program Office.
This information is collected and stored when accounts are created and may be modified at
any time as needed. See Section 1.1. New User Registration for more information on

creating a new account.

User Registration

State: |- Select State -

Request a New Account
Use the form below fo create a new account request.
First Mame is required.
Last Mame is required.
E-mail is required
Phaone is required.
DOE Site is required
Account Information
First Mame:
Last Mame:
E-mail:
Phone: Ext:
Address:
Address 2-
City:
Zip Code:
@ Federsl
Employment Type:
2 Coniractor
Faole: @ Site User 7' Manager 7' Site Office &' HQ Program
Federsl Energy Regulatory Commission -
MNational Nuclear Security Administration 1
Maval Reactors
Office of Civilian Radioactive Waste Manageme|_
. Office of Energy Efficiency and Renewable Ene|™
DOE Frogram Office: Office of Envircnment, Health, Safety and Secu
Office of Environmental Management i
‘Office of Fossil Energy
(Cifice of Legacy Management
Office of Management -
Albuguerque Complex -
Ames Laborstory 1=
Argonne Mational Laboratory
Betlis Atomic Power Laboratory - P&
ey -
DOE Sita(s): Bonneville n}wEr Administration
Brookhaven Mational Laborstory
East Tennessee Technology Park
Environmental Managemeant Consolidated Busi
Federsl Energy Regulatory Commission
Fermi Mational Accelerator Laboratory |
L Facility Energy Mansgement L Fugitives & Refrigerants.
Primary Responsibility: [ wWater Management O Travel & Commute
[ Fleet Management [ pats Centers & Electronics
e
Message For Administrator:
Submit Request

[ Pracurement
O Other

U.S. Department of Energy
Sustainability Performance Office
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The descriptions of each field on the Edit User page follow:

User Profile Description Editable/
Element P Assigned
, Automatically populated with the Email address entered in | Fixed field
Email . . ;
the Register User process. Fixed field.
U Automatically populated with the Email address entered in | Fixed field
sername

the Register User process. Fixed field.

Address Fields

If entered in the register user process, these fields are

'(Q%dress’ . automatically populated with the address entered during Editable by the
ress 2, City, . . user
: the Register User process. Editable by the user.
State, Zip)
Ph Automatically populated with the Phone entered during Editable by the
one X .
the Register User process. Editable by user. user
Employment Type (Federal or Contractor) as selected Editable by the
during the Register User process. user
Modifying Employment Type:
1. Click the “Request Employment Change” button.
Employment 2. When prompted, enter a justification for your request.
Type 3. Enter additional email addresses to copy other
individuals on your request to the system
administrator, separating addresses with a semi-
colon.
4. Click the “Send Request” button to submit to the
Administrator or “Cancel” to cancel the action.
Populated with your approved role. Fixed field containing | Assigned by
check boxes for Site User, Site Manager, Site Office, Dashboard
and/or HQ Program. Administrators
and HQ
Modifying Role: Program Office
Role 1. Click the “Request Role Change” button.

2. When prompted, enter a justification for your request.

3. Enter additional email addresses to copy other
individuals on your request to the system
administrator, separating addresses with a semi-
colon.

4. Click the “Send Request” button to submit it to the
Administrator or “Cancel” to cancel the action.

U.S. Department of Energy
Sustainability Performance Office
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User Profile

Description

Editable/

Element

Populated with your approved Program Office(s)
assignment.

Modifying Program Office assignment:
1. Click the “Request Change to Program Office” button.

Assigned

Assigned by
Dashboard
Administrators

Program 2. When prompted, enter a justification for your request.
3. Enter additional email addresses to copy other
individuals on your request to the system
administrator, separating addresses with a semi-
colon.
4. Click the “Send Request” button to submit it to the
Administrator or “Cancel” to cancel the action.
Populated with your approved Site(s) assignment. Assigned by
Dashboard
Modifying Site assignment: Administrators
1. Click the “Request Site Change” button. and HQ
2. When prompted, enter a justification for your request. | Program Office
Site 3. Enter additional email addresses to copy other
individuals on your request to the system
administrator, separating addresses with a semi-
colon.
4. Click the “Send Request” button to submit it to the
Administrator or “Cancel” to cancel the action.
The field designates the primary responsibilities for Editable by the
reporting. user
Primary Responsiblity
Facliity Energy Management B Fugitives & Refrigerants B Procurement
b1 wiater Managsmant bA Travel & commuts b otnar
ElFlaatManagsmant M Data cantars & Elsctronica
Primary These responsibilities correlate with the data categories

Responsibility

as follows:

Primary Responsibility | Data Category

Facility Energy Energy
Management
Water Management Water

Fleet Vehicle Fuel, Fleet
Vehicle Inventory
Fugitives & Refrigerants
Air Travel, Ground Travel,
Commute

Fleet Management

Fugitives & Refrigerants
Travel & Commute

U.S. Department of Energy
Sustainability Performance Office
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User Profile

Editable/

Element Description
Data Centers & Electronics Acquisition,
Electronics Electronics Operations,
Electronics End-of-Life
Procurement Sustainable Contract
Review
Other Renewables, Non-Fleet

Vehicles and Equipment
Fuel, Municipal Solid
Waste, Waste Diversion,
Wastewater Treatment

Assigned

Save Button Saves the information entered. N/A
Delete Button Dl_splays a message confirming that you want to delete N/A
this user.
Cancels the information entered and closes the user N/A

Cancel Button :
profile screen.

U.S. Department of Energy
Sustainability Performance Office
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3.3.Site Profile

Site Profiles contain basic site information, including the site address, site office address,
DOE Secretarial Office, Program Office(s), and personnel with leadership positions. Once
the site user has entered all of the information below, select the “Save Changes” button.
Only Site Managers have privileges for modifying Site Profile information. Site Users
possess read-only access for this page.

Site Profile

Select a Site: —3Select-—

Site Name:
Address 1:

Address 2:

City

Site Profile

State | --Fleasze Select-- ¥ | Zip

Site Mame:
Address 1-

Address 2:

City

Site Office

State | --Please Select-- ¥ | Fip

Lead DOE Secretarial

Leadership

Office: —Please Select—- ¥ | Site Manager (Fed):

Lead DOE Program Site Manager

Office: —Pleaze Select—- ¥ | (Confractor):

Multi-program Site? | Site Office Manager:

Cognizant DOE Program

Office(s) —Please Select- ¥ || —-Please Select-- r
—-Flzase Select— ¥ || —-Flease Select-- T

| Save Changes

U.S. Department of Energy
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The descriptions of each field on the Site Profile page follow:

User Profile
Element

Description

Editable/ Assigned

Select a site from a drop-down menu of user’s

Editable by the user

SDeIect a Site approved sites. Reference the User Profile page
rop-Down : .
for a list of approved sites.
Site Profile . .
Address Enter Site address. Editable by the user
Site Office Enter Site Office address. Editable by the user
Address
Leaql DOE. » | Select the lead DOE Secretarial Office from a Editable by the user
Secretarial Office drob-down menu
Drop-Down P '
“ Select the lead DOE Program Office from a drop- | Editable by the user
Lead DOE , .
Program Office” down menu of user’s app_roved Program Offices.
D Reference the User Profile page for a list of
rop-Down

approved Program Offices.

“Multi-Program
Site” Checkbox

This check box is enabled for sites that span
across multiple Program Offices.

Editable by the user

Cognizant DOE
Program Office(s)

If the Multi-Program Site check box is enabled,
select the cognizant Program Office(s).

Editable by the user

Site Manager
(Fed)

Enter the name of the Federal Site Manager.

Editable by the user

Site Manager

Enter the name of the Contractor Site Manager, if

Editable by the user

(Contractor) applicable.
Site Office , , .
Manager Enter the name of the Site Office Manager. Editable by the user

Save Changes
Button

Saves the information entered.

N/A

U.S. Department of Energy
Sustainability Performance Office
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3.4.Change Your Password

Passwords must be a minimum of 6 characters and include one special character (i.e.

@.#39).

1. To change your password, go to the Administration Menu on the Navigation bar
and select Change Your Password.

DOE Sustainability Das

Managed by DOE’s Sustainability Performance Office

A ‘ Reports ‘ Data Administration

> User Profile

User Registration

I +> Change Your Password I

Request a New Accour  Stefrofe

2. Provide your old password then enter a new password that will be used from this
point forward. Once the new password is entered, confirm it by re-entering it in the
field below.

A Reports ‘ Data ‘ Administration

Password Change

Password Change

If you still need help, please contact your administrator.
Account Information - Change your password

Change Your Password
Password:

New Password:
Confirm New Password:

[ Change Password ][ Cancel

U.S. Department of Energy 20| Page
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3. When completed, select the “Change Password” button to submit the information to
the system. The “Cancel” button provides the ability to cancel the action. The
Dashboard will confirm your action.

|
Password Change

If you still need help, please contact your administrator.
Account Information - Change your password

Your password has been changed successfully.

Continue

4. Select “Continue” to proceed to the Home Page.

U.S. Department of Energy 21| Page
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4. Data Menu Overview

The following chapter covers the general mechanisms for entering sustainability data and
tracking completion. Specific information on individual data entry pages is covered in Chapters
5, Data Entry Modules and 6, Detailed Description of Data Categories. The Dashboard mirrors
the data categories and processes for data collection established through the CEDR.

Please note that for FY 2014 reporting, not all reporting categories are included in the
Dashboard. Some categories are collected only through the CEDR. For a detailed description of
reporting requirements, refer to the Introduction Section of this Dashboard User Guide, the EY
2015 Site Sustainability Plan (SSP) Guidance, or the CEDR Technical Support Document.

4.1. Enter Data

To access the data entry pages, follow the steps:
1. Click on the Data Menu in the top navigation bar, and choose Enter Data.

DOE Sustainabil

Managed by DOE's Sustainability Perfi

Administration

2. Select a site from the drop-down menu on the upper right hand side of the screen.

Site: — Select One — |

U.S. Department of Energy 23| Page
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https://doegrit.energy.gov/SustainabilityDashboard/PDF/2015%20SSP%20Guidance.pdf
https://doegrit.energy.gov/SustainabilityDashboard/PDF/2015%20SSP%20Guidance.pdf
https://doegrit.energy.gov/SustainabilityDashboard/PDF/2015%20CEDR%20TSD.pdf

3. When rolling your cursor over a data category, the following options are presented:

o Enter Data — Enter sustainability data through the Data Entry Module.
QA/QC — Review sustainability data to identify errors and anomalies and prepare
change requests for historical data sets.

e Upload — Upload sustainability data through flat file upload (MS Excel file).

e Get Upload Template — Download template for flat file upload (MS Excel file).

e Status — View completion status for current year sustainability reporting.

A Reports ‘ Data ‘ Administration

Data Entry Home

Facitis ———————————— Jvehiciesat

Energv Non-Fleet
Water |5 Enter Data Fugitives &
Renev M8 QA/QC Fleet Vehic
Green .4_}. Upload Fleet Vehic

Meterni

Buildi D Get Upload Template

) status

If the data category is clicked before the roll over menu appears, you will be directed
to the Data Entry Module.

U.S. Department of Energy 24 |Page
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4.2.Completion Status

The Completion Status page allows users to view the current completion status for each
sustainability data category. There are two ways to navigate to the Completion Status
page: 1) from the Data Menu, choose Completion Status, and 2) from the Data Entry Home
page, hover over a data category and select Status from the floating menu.

On the Completion Status page, you must first select a “Site.” Similar to the Data Entry
Home Page, users can click or roll over any category (e.g., Energy, Fleet Vehicles Fuel,
etc.) to be directed to the Data Entry Module or QA/QC Module for that category.

b,

-} DOE Sustainability Dashboard

Reports | Data ‘ Administration ‘ Help

Completion Status

4:,‘ Managed by DOE's Sustainability Performance Office

| Thursday, Oclober 02, 2014 | Log Out

A — R T A JE

data trends.

View test the current completion status for each sustainability data category below. Hover over a data category to perform additional actions: edit data; review and approve data; and view historical

Category Input Status Manager Review Site Office Review DOE HQ - PSO Review DOE HQ - Admin Review
Energy Not Started
Water Not Started
Renewables Not Started
NonFleetVehiclesEquipmentFuel Not Started
FuginvesRemrigerants Not Started
FleetVehiclesFuel NIA NIA NiA NiA NIA
FleetAcquisition NIA NIA NiA NiA NIA
AirTravel Not Started
GroundTravel Not Started
Commute Not Started
Municipal SoliaWaste Not Started
Diversion Not Started
Constructionwaste Not Started
WastewaterTreatment Not Started
ElecAcq Not Started
ElecOp Not Started
ElecEOL Not Started
Sustain Not Started

Users have access to the sites assigned during the account creation process.

U.S. Department of Energy
Sustainability Performance Office
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The status fields for the data collection and approval processes are explained below:
Role(s) ' Status Field |

Not Started Site users have not begun to enter
data into the data category.

In Progress Site users have begun to enter
data in the chosen data category,
but have not submitted yet.

Site User Submitted Site users have submitted data.

The submission date shown.

N/A Status not available for certain data
categories, including Fleet Vehicle
Fuel and Fleet Vehicle Inventory,
as data is automatically pulled from
another system.

In Progress Reviewers have received
notifications that the data is
ready for review. Reviewers
are in the process of
reviewing for approval or
rejection.

Approved Reviewers have approved
the data set. The approval

Site Manager, Site date is shown.

Office, HQ Program,
and SPO

Rejected Reviewers have rejected the
data set. The rejection date
is shown.

N/A Status not available for
certain data categories,
including Fleet Vehicle Fuel
and Fleet Vehicle Inventory,
as data is automatically
pulled from another system.
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Chapter 5: Data Entry Module
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5. Data Entry Module

For each data category in the Data Entry Module, users enter data through a series of entry
fields and drop-down menus. As current year data is saved to the Dashboard, a review table is
generated on the right hand panel to confirm successful data entry. This process is repeated for
all subcategories of data. When data entry is complete, Site Users submit complete data sets
for Site Manager approval.

In the examples below, the Energy data category within the Facilities data set is used to
demonstrate the process of data entry. While the process for the other data categories is
identical in terms of major steps, the user should be aware that there are variations in the fields

and menus for each category.

Note: This process applies to all data categories in the DOE Sustainability Dashboard except for
Fleet Vehicle Fuel, Fleet Vehicle Inventory, and the On-Site Renewable Generation System
within the Renewables data category. See Chapter 6: Detailed Description of Data Categories
for a detailed description of the data categories.

5.1.Enter Data

This section outlines the steps for entering data through the Data Entry Module.

1. From the Data Entry Home page, roll over a data category and a side menu will appear.
Choose Enter Data.

A Reports ‘ Data ‘ Administration

Data Entry Home

raciies s

Energv Non-Fleet |
Water |3 Enter Data Fugitives &
Reney M QA/QC Fleet Vehic
Green 4 pload Fleet Vehic

Meteri
. Get Upload Template
Buildi D e .

@ status
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2. The Data Entry Module appears for the Energy data category. You may navigate

between data categories using the left hand column as highlighted in red below.

ged by DOE’s Sust

# Data Adn

o Data Entry Module

bility Perfc

Q DOE Sustainability Dashboard

ormance Office

e &

Site: [DOE Site

ol by oy PahwedPuline U Go

- “
cuses| [Ty C— jo am am
- oy 220 o om0 fom

B o e

o PR P

3. Enter site data in the provided data entry fields. Select “Save <Data Category> Data”
to save progress to the Dashboard. When data entry is complete the Site User may
submit data for Site Manager approval by selecting the “Submit <Data Category> for

Approval” button.

DOE Sustainability Dashboard
Managed by DOE's Sustainability Performance Office
L ‘ Reports ‘ Data ‘ ‘Administration ‘ Help Welcome. | Tuesday, September 30, 2014 | Log Out
° Data Entry Module Site: [DOE site <<
el Sowategory  Gatgory  PuchasedFuelUnis Usage  Gost | GHG
Vehicies & Equipment Seinct Target Gosl [Purchased Rl e L L
= P v Buidings  |Grid o2 000 000 (000
Megawatt Hour (MWh) el il
. - o e e
=
;
=
o
| |
gl
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4. As data is saved to the Dashboard, a review table is generated on the on the right
hand panel. The Dashboard arranges data in alphabetical order according to
Subcategory. An example where the user has entered data for Liquefied Natural Gas
(LNG) follows.

Resat Options
co::‘sems Subcategory Category Purchased/Fuel/Units Usage Cost GHG
Q1 |5585.00 |50.00 1,666.04
Select Target Gosl g:fe::ainemted Mon- |Q2 |0.00 $0.00 000
Electricity Subject - .
Desate Builgings | o Q3 |bbo  |s000  jo0o
Q4 |0.00 $0.00 0.00
Megawstt Hour (MWWh)
TN SEs5 00 W 0o 1 Em
Q1 |4557.00 |$820.00 |19,852.55
$872.00 25,32
Select Liquefied Target Goal | Purchased @2 |200000 \sE7R00 |13.135.32
T Natural Gas Subject - -
Detste (LNG) Buildings Q3 |oco s000 000
1,000 Gallons Q4 (4700.00 ($800.00 |20,575.87
Total | 12.257.00 52,402 00| 52 665.54
S ——
Q1 |22.00 §3.00 -0.02
©On-Site Generated Mon- |Q2 | 34.00 $4.00 -0.03
Select Target Benewsble
eete Stmam e o3 [4700 |sem0  |-00s
© | Matural Gas —
Q4 (50.00 $5.00 -0.05
1,000 Cubic Feat (Mcf)
Total[154.00  |516.00 -0.15

5.1.1. Revise Saved Data

After the data is saved to the Dashboard, it may be revised at any time prior to
submission:

1. To revise a data point, use the Select option to highlight one row in the review table
on the right hand panel. In the example below, the row with the “Subcategory” of
Liguefied Natural Gas has been selected. The data for the selected row will be

repopulated on the left hand panel in the Data Entry Module.

Reset Options

Has :
Comments  Subcategory  Category  Purchased/Fuel/Units Usage  Cost GHG
Q1 (555500 (s000  [1.686.04
Select Targe Goal g:n«ﬁe:;inarsted Non- |22 |0.00 5000 (000
Electricity Subject - .
Desste Buildings ) o (om0 5000 |00
Grid =
4 |0.00 3000 |00
Megawstt Hour (MWh)
Total|555500 15000 |1560.04
== =
K Q1 [4.557.00 |s230.00 [10.062.59
Select Liquefied Target Gosl |Purchased Q2 (200000 |3672.00 (13,1353
W Netursl Ges | Subject
Desete (LNG) Buildings a3 (oo 000|000
1,000 Gallons 04 (470000 (500000 (20578857
Totsl| 12.257.00| 52.405 00| 53.666.54
——'——
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2. Data entered for LNG may now be modified through the Data Entry Module fields.
Revise the data using the entry fields on the left hand panel. Click “Save” to save the
changes to the data.

Billing Reference
(Optional)

Additional Information
(Optional)

Save Energy Consumption and Cost Data

3. The corrected data will overwrite the previous entry and appear in the review table on
the right hand panel, as shown below.

Reset Options
CD:;SEME Subcategory Category Purchased/Fuel/Units Usage Cost GHG
Q1 |5.555.00 |30.00 1.606.04
Selent Target Gosl g:;se‘l::ainerated Non- Q2 |0.00 50.00 0.oo
Electricity Subject = -
Delete Buildings Grid Q3 |o.0o0 s0.00 ooa
Q4 |0.00 30.00 0.00
Megawstt Hour (MWh)
Total | 5.555.00 |50.00 1.6686.04
Q1 |4557.00 |38230.00 |19.852.55
ST ] 3532
Select Liquefied Target Goal |Purchased Q2 |3.00000 367800 |13.135.32
Maiural Gas Subject =570 00 7ER
Delate (LNG) Buildings Q3 |2.000.00 |3578.00 (8,758.88
1,000 Gallans Q4 |4,700.00 |3000.00 |20.578.67
Total| 14,257.00 | 52.688.00| 82, 423.42
Q1 |23.00 53.00 -0.02
On-5Site Generated Non- |Q2  [34.00 54.00 -0.03
Select Target Benewskle
Delete Steam E}jﬁl:::zd Q3 |47.00 54.00 -0.05
= [Matural Gas —
Q4 |50.00 35.00 -0.05
1,000 Cubic Feet (Mcfy
Taotal | 154.00 516.00 -0.15
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5.1.2. Reset Options Button

After entering data in the Data Entry Module on the left hand panel or selecting a row in
the review table on the right hand panel, you may select “Reset Options” to clear the
Data Entry Module fields. Another way to get a blank data entry form is to choose a
data category on the data category navigation bar on the left hand column of the screen
(highlighted in the image below). Data in the table in the review table on the right hand

panel will become unselected, but will not be deleted.

DOE Sustainability Dashboard

Managed by DOE's Sustainability Performance Office

L ‘ Reports ‘ Data | Administration ‘ Help

o Data Entry Module

seieat Terge Goal [Pursnases
Subject

Delete Bildings |Grd =

0o

0m

500

5200

oo

000

Megswstt Hour (MWVh) =

0o

lso00

oo

ots

100

js000

sz

5.1.3. Deleting Rows from the Right Hand Panel

To permanently delete a single row from the Dashboard, select “Delete” for a specific

row in the review table on the right hand panel. A message appears requiring
confirmation of your selection.

Message from webpage ﬁ

:I Areyou sure you want to delete this row?

| ok || Ccancel
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5.1.4. View Full QA/QC

You may view the QA/QC Module at any time in during the data entry process. It is a
good practice to review data through the QA/QC Module prior to submitting data for
approval. From the Data Entry Module shown below, click on the “View Full QA/QC”
button at the upper right hand corner of the screen.

DOE Sustainability Dashboard

Managed by DOE's Sustainability Performance Office

30,2018 | Log O
w Reports Data Administration Help 14 | Log Out

o Data Entry Module ite: [DOESite ST

The QA/QC Module graph includes all available historical data, which can be used for
highlighting anomalies, errors, or significant variances. Refer to Section 5.2 QA/QC
Module for a full description of the QA/QC functionality.

Energy
500,00
400,000
° P ————
g //
H
200,000
2005 2006 2007 2008 2009 2010 2011 2012 2012 2014
Fiscal Year
* Toul
Categery Subeategery Fuel Units 2008 2006 2007 2008 2009 2010 201 2012 2013 2014
Targst Exciuded Bulings Ersctricity G uTCOZ | 71,571 56401 2uzEm3 1Es717807 138,435 31351 20531045953 222080 30181 245,045.36758 15,584 58071 2561225533 37,147 85147
Target Exciuden Bullsings Fusi 01 Distilats Fust 0N Ho. 2 uTCOZs | 30157232 13202458 218 sea1s 157 38078 15577845 252 0017 [ o o o Data
Targst Excluded Guldings Hatural Gas NTCO2s [ 4318730 4333.67751 847036443 o734 535239798 571843321 7552455 438650431 7,548,655 Ho Dats
Target Exciuden Bullsings Pragans uTGO2 | NaDats no Dats Ho Dats o Dt no Dats no Dats Ho Dets Ho Dats No Dt o
Targst Goal Subject Eulldings Erectricity i NTCOZ | 102225311 102.822.77005 1a7.353.88221 1057055548 108.854.76226 115268 48708 120.807.52273 106,843,418 017851502 61.511.75248
Targst Goal Subjact Buliaings Fusi 01 Distilats Fust 0N Wo. 2 uTCOZs | 413321807 178042578 2,670 50437 1,755 51052 2,200 43548 367035874 5750 20275 1,188 57685 39577175 51526736
Targst Goal Subject Eulldings Natural Gas NTCOZ | 4e1smsTies 4517200884 4241780281 021851843 1.708.8855 3545486171 36.575.56858 15453328 1a3128838 w5602
Targst Goal Subjact Bullaings otner uTGO2 | NoDats o Dats Ho Dats o Dt Ho Dats no Dats o Dets 0 No Dt o
Total 226.518.07337 24809575707 A2 235.053.45702 ss.882.8982 3BEATZAGNS 41381151767 354,025.59147 354.158.53785 10785 57449

To remove the QA/QC Module and show the Data Entry Module, click on “Hide
QA/QC.” You can toggle between “View QA/QC” and “Hide QA/QC.”

DOE Sustainability Dashboard
Managed by DOE's Sustainability Performance Office

L Reports | Data Administration Help 30,2014 | LogOut

° QA/ QC Module Site: | DOE Site g [Tige aamc >
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5.1.5. Complete <Data Category> Button

After current year data is entered, Site Users may click “Complete <Data Category>" at

the bottom of the screen to send data sets for Site Manager approval.

Water
Renawables
Green Bulldings
Matering

Maw Bulldings

Fugliives & Refrigsrants
Flest Vahicie Fuel
Fleat vehicle Inventory

Alr Traved

Ground Travel
Commute
commuter Survey

Municipal Solid Waste
Wasts Diversion
Wastewater Treatment

Covered Fachlties
Audlts & Evaluaticns
Congervation & EMclency Measures

Electronice Acquisition
Electronice Operations
Elactronice End-of-Life
Data Cantera

Sustainabls Contract Review

o Data Entry Module

Mon-Fleat Vehicles & El]ulpment Fusl

lec. Stewardship & Data
Centers

By clicking this bution yau will na longer be able to sddiedlt anything from this categary,

PS0O: [EE
Site #: 5001
Main Site Zip Code:
Category: |- Choose One — ol
Square Feet: l:l
y: [~ Choose a Category — v

Purshased o OnSte [piorasag

v]
FuelMaterial: [-- Choose a Catsgory — ~]
Data Entry Period Type: ®Fiscal vear by Quarter
O Fizcal Year by Month
Fiscal Year: |2014
Usage Unit: |Choose a Category first v|
| — S C—
amaunt |2 @1 Gost (1,000 5
Q2 (January - March) )
e I
Qd uly - et) .
ot ] Q4 Cost 1,000 3): [0 ]

Billing Ref
(Optional): l—l

Additional Information
(Optional):

Save Energy Consumption and Cost Data

and this gata will b2 marked 0 go to 2 higher level for raview.

I Complete Energy Consumption and Cnstll

After selecting “Complete <Data Category>", a confirmation message is presented (see

below).

Are you sure you want to complete this section?

[ OK ] [ Cancel

Note that by clicking OK you will no longer be able to add/edit anything from this data
category. A pop-up message will appear stating that if the user wishes to edit the data
they should contact their manager. Once the user's manager rejects the dataset, the
user may edit the data in the Dashboard.
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5.2.QA/QC Module

To utilize the QA/QC Module for a specific reporting category, navigate to the Data Entry
Home Page, and hover over the desired category with the cursor until the menu appears
(see image below). Once available, select the QA/QC option from the side menu and you
will be directed to the QA/QC Module for that category. As an example, the navigation
process to the QA/QC Module for Energy is shown in the image below.

sustainability data

Vehicles & Equipment Travel & Ce

EnE [=3 Enter Data MNon-Fleet Vehicles & Equipment Fuel Air Travel

al 9 Qa/qC Fuglllves_& Refrigerants Ground T
Rer Fleet Vehicle Fuel Commute
Gre (=] YPIad Fleet Vehicle Acquisition Commurtey

Met D Get Upload Template
Buy & status

Covered Facilities Electronics Acquisition

Audits & Evaluations Electronics Operations

Conservation & Efficiency Measures Electronics End-of-Life
Data Centers

Once the QA/QC option is selected, the site will load the appropriate QA/QC Module. For
example, an Energy QA/QC Module is shown below.

poroa [ annua catsgory [ an subcatsgory [ an ruar [an T ST o |

[ ——— (5o

Energy
600,000
400.000
&
200,000
2005 2008 2007 2008 2009 2010 2011 2012 2013 2018
Fiscal Year
-+ Toul
Categery Subeategery Fuel Uniits 2005 2006 2007 2008 2009 2010 2011 2012 2013 2018
Targst Excluden Buldings Eisctricity Gna MTCozs | 7157158400 92,428 80213 1Es717807 138435 31351 20531045953 222080 30161 245045.34756 215, 544.56071 256,122.5533 EXPY=r
Targst Excluden Buldings Fust o1l Distiliats Fusl 01l Ho. 2 wicozs | 30157232 152 02454 218 56208 15738078 15577345 2820017 [} [ [ o Dats
Targst Excludsd Sulkdings Naturs| G MTcozs | astarse 4333.67751 SAT0.30443 22755411 535235798 5710.49320 7552455 4,396 50451 75488355 Ho Dats
Targat Exclugen Suldings Propane mTco2s | wopsta Ho Data Ho Data o Dt o Data 1o Data o Dets o Dets Ho Dets o
Targst Geal subject Bullaings Eisctricity Gna wTcozs | 1022953811 102,622 77805 107,383 88221 11057055548 108 834 76226 115,268 44708 12007 52273 106 845.41681 100,178 51502 e151175248
Targst Goal Subject Bullaings Fust o1l Distiiats Fusl 01l Ho. 2 MTco2s | 415321407 178842578 287050437 1,785 51052 2,200 43548 5,670 35874 575020275 1,288 5785 33977175 813.26728
Target Gaal Subject Bulkdings Naturs| G MTCo2s | 43858 4517202884 4241750281 021531843 41,700,883 35434.58171 38,575.58095 31.584.55325 13912659 CEE
Targst Goal Subject Bullaings otner mTcozs | MoData Ho Data Ho Dats o Dt o Dats o Dats no Dets ] Ho Dats o
Total 22081807357 24805575707 A2 23505345702 s5.852.8952 358472.48405 41381151767 354.025.55147 354,158.59785 11078557443
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The five major parts of the QA/QC Module are summarized as follows:

1.

Site Selection Drop-Down Menu: This field provides a drop-down menu for selecting a
site. The available options on this menu are directly related to the site access privileges
you have been granted. There may be a single site, or several depending on your
credentials.

Hide QA/QC Button: This button toggles between the QA/QC Module and the
associated Data Entry Module for that same category. Clicking this button on the
QA/QC Module for Energy will take the user to the Data Entry Home page, which will
have a similar button in the same location that allows the user to switch back to the
QA/QC Module.

Filters: This area contains a series of drop-down menus that allows the user to refine the
data being displayed in the area below it. Further explanation of the different filters is
provided later in this chapter.

Graphical Display Area and Associated Data Table: As defined by the selection of the
filters above, a graph appears and the associated data table.

Data Categories: Along the left-hand column of the screen is a list of all data categories.
This menu allows the user to navigate between data categories.

( \

DOE Sustainability Dashboard

Managed by DOE’s Sustainability Performance Office

a Reports Data Administration Help

O QA /QcC Module

(=] subcategory [ AN = e [wn = v [owcl=  EE

Changs Thrsshold Percentsge dinpiay flags for vaiue (50 % set

Pericd [Anmwal [=]  category [[An

Energy

R -
— I
— N
- \
\\
\

MICO2Ze

iscal Year
= Toual

Category Subcategory  Fuel  Units 2005 2006 2007 2008 2009 2010 2011 2012 2013 2014 2015

Target Excluded Buidings Esecicity Gid | MTCOZe Mo Data No Data 25019683 | 270296704 | 339178106 | 230790016 | 219445062 | 200528111 | NoData | NoDsts

Target Excluded Buidings Natural Gas MTCOZe Mo Data No Data o o [] ] 0 0 NoDats | NoData

Target Goal Subject Buildings | Electricity Grid | MTCOZe |13937.85213823.257 | 14250.0022 | 150630184 | 1583650187 | 153483862 | 1580382617 | 17,200.3866 | 17,405.00698 | 1785631348 | 4321 | NoData

Target Gas! Subject Buildings | Natural Gas. MTCOZe | 2643.65411(341.644 | 20080176 | 342096128 | 349647763 | 349622600 | 168162048 | 306075583 | 3,902.45298 | 3,806.07631 | No Data | NoDats
Total AT,230.9206 | 1848406280 | 2109296800 | 21,247.68008 | 2277720671 | 22,900.1249 | 1250160958 | 0676709 [ .431 |0

Craate Change Request

Note: Some “Units” filters will give the user the option to display data in Native Units. Native
Units are the unconverted raw numbers inputted by the site. Data may only be viewed as
native units for some data categories.
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5.2.1. Filters

The following tables will explain the filters that are present on the QA/QC Module for
each data category. The choices made when selecting filters will have downstream
effects on subsequent filters in terms of what options are available. Based on the data
the site has entered and the filters you have chosen, there will be slight variations in filter
options.

The system automatically sets flags year-over-year based on user defined percentage
points. The user may control the flags that are placed by setting the threshold value in
the field shown below. The default value for the field is 10 percentage points. Flags may
be set by adjusting the field beneath the filters shown below:

Period |A|mual [¥] category [AH []  Subcategory |AII ] Fuel || unit |GHGE| m

Change Threshold Percentage Value on the right to display flags for data changes that exceed that value |50 % Set I

When you have completed setting the filters to your desired configuration, click the
“Build” button at the end of the filter row (highlighted below). This will cause the QA/QC
Module to calculate the data set that meets the requirements established by the filters
and present a graph in the display area.

Period |Annual [*] category [Au [*] subcategory IAII [=] Fuel I_E Unit IGHGi @ |

Change Threshold Percentage Value on the right to display flags for data changes that exceed that value | 50 % Set

QA/QC modules which display disparate data may not have an immediate option to
display the data the native units. This occurs on pages which have potentially conflicting
unit types. For example, the Energy QA/QC Module displays multiple data units (e.g.
electricity in MWh and fuel oil in 1,000 gallons). As such, the QA/QC Module does not
present an option to select native units until a “Subcategory” has been chosen.

Drop down options in each filter are based on the data your site has entered, so the
examples may not display what every user will see depending on their data entry.
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5.2.1.1. Energy Data Filters

The Energy QA/QC Module contains some filter options which are not available until
certain filter combinations have been selected. An option to show the native units
that the data was entered in is not available unless the user chooses a
“Subcategory” in the filter. This occurs because usage units are not consistent
across subcategories, so they cannot be graphed together (e.g. electricity in MWh
and fuel oil in 1,000 gallons).

This filter enables the user to screen the results Fiters |
displayed in the chart area by period type. Using
. the drop-down menu provided, the user can select Period | Annual |~ |
Period : e Annual
the following options: Annual, Monthly, or Quarterly nnua
data reporting (see image to the right). When an gﬁﬂeﬁy
option is selected, the graph will display results
using the period breakdown selected.
This filter allows the user to refine the information displayed by the category in
which the buildings’ energy use was reported. The drop-down menu provides
three options: All, Target Goal Subject Buildings, and Target Excluded
Buildings. The default position for this filter is All (see image below).
Cacgoy |
Category I All
Target Goal Subject Buildings
Target Excluded Buildings
This filter enables the user to further refine ]
the display by selecting a specific
subcategory of the primary categories listed Subcategory | All E2
in the previous filter. An example of the N —
“ v g . . . Electricity
Subcategory Sub_category filter is shown in the image to Fuel il
the right. In the example shown, the user can Matural Gas
filter the data shown to only the Electricity,
Fuel Oil, or Natural Gas usage. Options available in this drop down will vary
depending on the data entered by the site. Similar to the other filters, the All
option is default.
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The options presented in the “Fuel” filter are _
directly related to the choice the user made in
the “Subcategory” filter. In the example Fuel I Al
shown to the right, the Subcategory option
selected was All, so this provides the user gir?'tji”ﬂte Fuel Oil No. 2
Fuel three options: All, Distillate Fuel Oil No. 2,
and Grid. Not every data entry has an
associated “Fuel” type, as they are fully
defined by the “Subcategory” (e.g. Natural Gas). If, for example, the Electricity
option was chosen in the “Subcategory” filter, then the options will be
restricted to All or Grid. Again, these menu options will vary depending on
your site.
This filter selects the type of units displayed. Similar to I
the “Fuel’ filter, the “Unit” filter will have a drop-down
menu containing options specifically related to the Unit | GHG |~ |
Unit preceding filters selected. If All is selected for both the
“Subcategory” and “Fuel” filters, then the options for this e
filter are show to the right. If a “Subcategory” is chosen,
then an additional Native option will be available in this
drop down.
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5.2.1.2. Water Data Filters

This filter enables the user to screen the results Fiters |
displayed in the chart area by period type. Using
the drop-down menu provided, the user can select
Period from the following options: Annual, Monthly, or
Quarterly data reporting (see image to the right).
When an option is selected, the graph will display
results using the period breakdown selected.
This filter enables the user to further
refine the graph by selecting a specific ey I al
subcategory of the primary categories ILA non-potable fresh
Subcategory listed in the previous filter. An example Potable
of the “Subcategory” filter is shown in
the image to the right. From this drop-down menu the user may select any one
of three options: All, ILA non-potable fresh, or Potable.
I
This filter selects the type of units displayed. In the image
Unit shown to the right, the options available include Native and U | ﬂ
Cost. Cost
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5.2.1.3. Renewables Data Filters

Period

This filter enables the user to screen the results m

displayed in the chart area by period type. However,
for this particular data category the user may only Period | Annual |~ |
select Annual (see image to the right). Annual

Subcategory

This filter enables the user to further refine the display by selecting a specific
subcategory based on the primary categories listed in the previous filter. An
example of the “Subcategory” filter is shown in the image below. As
mentioned with other filters, the options available in the drop-down menu will
vary from site to site. In addition to or in place of the two options shown below,
some users may also be presented with On-Site Renewable Generation
System. These options are dependent on the type of data that has been
entered into the Dashboard by your site.

Subcategory I All

Green Energy Purchase
Renewable Energy Credit Only Purchaze

Fuel

This filter selects the type of Renewable energy fuel. The options will vary
based on the systems at your site. An example of one such menu is shown
below. Selecting an individual fuel type will filter data for that type only, while
using All will show data for all the fuels combined.

Fuel | All El

Solar Photovoltaic

Solar Themal (including water and space conditioning)
Wind

Wood and wood residuals

Unit

This filter selects the type of units to be displayed. An Unit | GHG
example of one such menu is shown to the right. BTU
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5.2.1.4. Fleet Vehicles & Equipment Data Filters

The Non-Fleet Vehicles & Equipment QA/QC Module contains filter options which
are not available until certain filter combinations have been made. An option to show
native units is not available until a fuel type is selected. This occurs because usage
units are not consistent across all Fuels, so they cannot be graphed together (e.g.
diesel in 1,000 gallons and CNG in MMBtu).

This filter enables the user to screen the results Fiters |

displayed in the chart area by period type. Using the
drop-down menu provided, the user can select from Period
Period the following options: Annual, Monthly, or Quarterly

data reporting (see image to the right). When an

option is selected, the graph will display results

using the period breakdown selected.

Annual

Monthly
Quarterly

This filter enables the user to further refine the display by selecting a specific
subcategory of the primary categories listed in the previous filter. The options
Subcategory available on the drop-down menu will vary depending on your site’s recorded
data. Options might include Aviation, Generator, Landscaping Equipment, or

Other.
Aviation Gas
i fi Biodiesel - B100
This filter enables the user to select the type Biodiessl - B20

of fuel to which they would like to refine the Biodiesel - B5

display results. The available options onthe  |compressed Natural Gas (CNG)
drop-down menu for this filter will vary from Diesel

site to site, but they are generally limited to E-35

Fuel the options displayed in the image to the Et::ur:me
right. Jet Fuel

Kerosene-type Jet Fuel
Liguefied Matural Gas (LNG)
Liguefied Petroleum Gas (LPG)
Mavy Special

Other

This filter selects the type of unit to be displayed. The options available in the
drop-down menu are based on the input units used during site reporting.
Unit There is also an option to display greenhouse gas (GHG) emissions, which
are calculated by the Dashboard. Users may not see the option to show the
Native unit unless a “Fuel” type has been selected.
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5.2.1.5. Fugitives & Refrigerants Data Filters

This filter enables the user to screen the results m

displayed in the chart area by period type. However,

Period for this particular data category the user can only Period | Annual | |
select Annual (see image to the right), as annual Annual
reporting is the only option for data entry.
Data entry for Fugitives & Refrigerants is _
broken down into three major Categories:
Other Fugitives, Mixed Refrigerants, and Category I All

Category Fluorinated Gases. Choosing a Category Ather Fugitives

will cause subsequent filter menus to adjust
accordingly, only presenting the user with
applicable options as you move down the
row of filters.

Mixed Refrigerants
Fluorinated Gases

Process Type

This filter refines the results displayed to _

the specific process type that the

Fugitives & Refrigerants were applied. Process I All

The options available for Process Type Type

will be based on the user’s selection in Emmnnﬁef;ﬁ;ﬂ;
the previous “Category” filter. An example R 8 D Activities

of what might be available is shown in the Reactive lon Etching
image to the right. Whole Site/Lab

This filter refines the data displayed down to _

the specific refrigerant or fugitive material

used by the site. Only those materials ?:;”ﬂ' [ All
previously reported by the site are o
presented in the drop-down menu. An abar oxide
example of what this filter may look like is HFC-134
Material Type | Shown in the image to the right. :EEE“H
Nitrous oxide
R-134a
HFC-32
HFC-41
PFC-14
Sulfur hexafluoride
PFC-c318
Methane
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This filter selects the type of unit to be
displayed. GHG emissions are calculated by _
the Dashboard based on the data reported
Unit by the sites. Cost data may also be viewed. e | g;'; hd m
MNative
U.S. Department of Energy 44 |Page

Sustainability Performance Office




5.2.1.6. Fleet Vehicle Fuel Data Filters

Fleet Vehicle Fuel contains filter options that are not available until certain filter

combinations have been made. An option to show the native units is not available

until the user selects data combinations that are in the same base units. This occurs
because usage units are not consistent across all Fuels, so they cannot be graphed

together (e.g. diesel in gallons and CNG in hundred cubic feet).

This filter enables the user to screen the results
displayed in the chart area by period type. However, m
for this particular data category the user can only .
Peri select Annual (see image to the right). This is the only ~ "ened | L™
eriod . ) o Annual
option presented due to how information is collected
in the Federal Automotive Statistical Tool (FAST), so
there can be no further breakdown of data into smaller
time periods.
The Fleet Vehicle data shown in the display can be _
broken down into different fuel groups that show
your sites’ usage of each variety. Petroleum-based (F;':g'u
Fuel Group fuels are standard fossil fuels, whereas alternative P -
fuels are those such as CNG and electricity. This etroleum
filter separates alternative fuels from petro?gum
fuels so that use trends can be more easily seen.
Vehicle _This filter selects fuel used_ by vehicleg that are exempt_ed from fuel goals, and
Exemption is based on the FA_ST vehicle exemption category. LE is for Lav_v Enforcement
vehicles and E/ER is for Emergency/Emergency Response vehicles.
This filter selects the type of fuel displayed. The ]
available options on the drop-down menu for this
filter will vary from site to site, and an example of Fuel All
what you might be presented with is shown to the
right. The types of fuels listed in this menu will be a0
Fuel those that were reported by your site previously in CNG 2400
FAST. Furthermore, the options present in the list GAS
will vary depending on the options selected in [E}asé‘
previous filter menus. CNG 3000
CNG 3600
ELE
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This filter select the type of units displayed. e
Data can be displayed in GHG emissions
(calculated by the Dashboard), by fuel Unit | GHG m
consumption in gasoline gallons equivalent Cost

Uni (GGE), or by cost in dollars. A Native unit type GGE

nit : . ST ; :

will be available in this list if previous filters
have narrowed the data types to the point
where they all contain the same units (e.g. diesel, E85, and gasoline would all
display in gallons, but native would not be available for gasoline and CNG
together since the units are different).
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5.2.1.7. Fleet Vehicle Inventory Filters

This filter enables the user to screen the results m
displayed in the chart area by period type. However,
' for this particular da_lta category the user can only Period l e
Period select Annual (see image to the right). This is the only Annual
option presented due to how information is collected
in FAST, so there can be no further breakdown of data
into smaller time periods.
This filter refines the results shown in the graph display _
. area to those vehicles within a specific weight class. Weight | All [+]
Weight Class Options presented in the drop-down menu will be Light-  “'#%% All
Duty (LD), Medium Duty (MD), Heavy Duty (HD), or All. E
This filter allows for refinement by _
ownership type. Options available on the
drop-down menu for this filter will include Ownership I Al
Ownership All, Agency Owned if the vehicle is owned
by DOE, Commercial Lease if it is leased Agency Owned
by DOE, or GSA Lease if the vehicle is g“sr:'[ﬁ;“s':' Lease
leased through GSA.
This filter enables the user to select the type of fuel that
the site’s vehicle fleet has used. The available options on Fuel All
Fuel the drop-down menu for this filter will vary from site to site,
depending on reported usage. An example of what you
might be presented with is shown to the right.
The user can use this filter to select the type of units in which they would like
Unit to see the data displayed. In this case, only Native is an option, as all vehicles
are displayed by the total number in the inventory.
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5.2.1.8. Air Travel Filters

The Air Travel QA/QC Module contains filter options that are not available until
certain filter combinations have been made. An option to show the native units that
the data was entered in is not available until the user selects a “Miles” drop down.
This occurs because usage units are not consistent between GSA Federal travel
entered in pounds of CO2 and other categories that are entered in miles.

This filter enables the user to screen the results m
displayed in the chart area by period type. However,

for this particular data category the user can only . [_
. . . . Period Annual
Period select Annual (see image to the right). This was the Annual 2

only option presented to the user for data entry, so
there can be no further breakdown of data into
smaller time periods.

This filter allows the user to refine data based on _

the classification of personnel who traveled. The

_IE_mpéonee only options that may appear on this list are E;nplzwee | All (= |
yp Federal, Contractor, or All (for both Federal & All

Contractor data combined). ¢ contractor

While all data is measured in miles, this filter allows the user to sort data by
trip classification.

Total Short Haul (all trips <300 miles)
B st all
usage measured in miles.

Type I All Total Medium Haul (all trips between

All Medium 300 and 700 miles) usage measured in
Trip miles.
Type Long Total Long Haul (all trips >700 miles)
usage measured in miles.
Total mileage of trips with unknown
Unknown s
classification.
Federal trips recorded from a GSA
GSA travel system. Usage measured in

pounds CO..

This filter selects the type of units to be displayed. This data category default
Unit is GHG emissions. The option to display total miles traveled is available if the
user selects an option other than GSA from the “Trip Type” filter.
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5.2.1.9. Ground Travel Filters

This filter enables the user to screen the results
displayed in the chart area by period type. m
However, for this particular data category the user can .
Period only select Annual (see image to the right). This was Period | =
the only option presented to the user for data entry, so
there can be no further breakdown of data into smaller
time periods.
This filter allows the user to refine data based on _
Emplovee the classification of personnel who traveled. The E"‘P'WEE All
T % y only options that may appear on this list are L
yp Federal, Contractor or All (for both Federal &
Contractor data combined).
The “Travel Mode” filter enables the user to select the type of ground travel
data they would like to see, based on the classification of the trip. The options
available are based on the data that the user has previously entered.
Travel Mode _
Travel
All
Mode I All
Maszs Transit
The user can use this filter to select the type of units in which they would like
Unit to see the data displayed. For Ground Travel, data can be filtered by GHG
Emissions or Total Miles.
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5.2.1.10. Commute Data Filters

This filter enables the user to screen the results

displayed in the chart area by period type. m
However, for this particular data category the user can
Period only select Annual (see image to the right). This was
the only option presented to the user for data entry, so
there can be no further breakdown of data into smaller
time periods.

Period | Annual |+ |
Annual

This filter allows the user to refine data based on _

the employee type. The only options available are ~ Employee [,
Federal, Contractor or All (for both Federal & =
Contractor data combined).

Employee
Type

This filter allows the user to refine the data display to show information related
to specific modes of commute. To see trends in car/van-pool use, personal
vehicle use, or mass transit use, select each filter to see individual data sets.
To see all these modes together, select All. The options available are based

Commute on data that the user has Previously entered.

Mode
Commule Mode Al []
[

Cars/Wan Pool
Mass Tt

The user can use this filter to select the type of units (GHG or Miles) in which

Unit they would like to see the data displayed.
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5.2.1.11. Municipal Solid Waste Data Filters

There are two categories: MSW On-Site (Facilities) or Off Site (Contracted
Facilities). Using this filter allows the user to see data specific to either
category or both.

Catagary
MW On-31
MEW Of-Site

Category

This filter contains a drop-down menu comprised of the names of MSW
landfills previously reported by the site. This enables the user to create graphs
Name of the data for each specific MSW landfill. Additionally, the All option is
available for site-wide data to be displayed for all facilities (assuming the site
has utilized multiple MSW landfills).

The user can use this filter to select the type of units (GHG or Native) in which

Unit they would like to see the data displayed.
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5.2.1.12. Waste Diversion Data Filters

This filter enables the user to screen the results m
displayed in the chart area by period type. However,

Period for this particular da_lta category the user can only Period | Annual[+]
select Annual (see image to the right). This was the Annual
only option presented to the user for data entry, so
there can be no further breakdown of data into smaller time periods.

Two categories are available for _
selection: Municipal Solid Waste

and Construction and Demolition.  category [ All

The availability of each option

Category depen_ds on the repor_ting history of E'fn"::?&ﬁﬁf.":m Demolition
your site. If Construction and
Demolition data has never been
reported, data will be unavailable and this option will not be present in the
menu. Additionally, All is available for users should they wish to see both
categories’ data simultaneously.

This filter allows the user to restrict _‘
the data displayed to a specific
process of waste diversion. This Subcategory I All -
enables sites to see trends in .
Subcat recyc_le_d waste diversion, on-site CaD st Eﬂﬁ;ﬂ'{i‘f“ﬂ“
ubcategory or off-site composting, etc. The Waste Sent On-Site
drop-down menu provided will C&D Waste Sent to Landfills
contain all the processes every ST L]
. Recycled
reported by the site. WTE
Off-5ite Composting
On-5ite Composting
Waste Sent Off-Site
The user can use this filter to select the type of _
units in which they would like to see the data
, displayed. For this data category, the only Unit | Native

Unit available option is Native, meaning that the Native - m
units that the site reported the data in will be
used as the default units in the display.
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5.2.1.13. Wastewater Treatment Data Filters

This filter enables the user to screen the results
displayed in the chart area by period type.

However, for this particular data category the user can
Period only select Annual (see image to the right). This was
the only option presented to the user for data entry, so
there can be no further breakdown of data into smaller
time periods.

Period | Annual |~ |

Annual

The drop-down menu for this filter has three

Subcategory allows the user to refine the display to show
data for on-site WWT, off-site WWT, or both
simultaneously.

options: On-Site, Contracted and All. This Subcategory | All B

All

This filter selects the type of units to be
displayed. The options available from the drop-

down menu include GHG (emissions as Unit I Employees Served | v |
Unit calculated by the Dashboard), and Employees Served

Served. The Employees Served option allows
users to see trends in personnel use of WWT
facilities over time.
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5.2.1.14. Electronics Acquisition Data Filters

categories simultaneously.

Electronics Acquisition data can be initially filtered by the three over-arching
EPEAT electronics categories: Televisions, Imaging Equipment, and
Computers & Displays. The All option is also present to see all three

Electronics | [
Category Electronics I All
Category
Televisions
Imaging Equipment
Computers & Dizplays
Data can be furher fitered by
specific EPEAT equipment
types. The “Equipment” filter Equipment I All
drop-down menu will have -
options based on the geﬂgﬁms
“Electronics Category” Digital Duplicators
selected in the previous filter. Notebooks
For example, the image on the Workstations
Equipment right shows what would be E’;:‘Lrt:;fmmp .
available if you selected All. Mailing Machines
However, if you select E!i"tlm
Televisions in the “Electronics Toioede
Category,” then the only option Facimile [Fax) Machines
available under the ?ﬁ?"g‘l‘tﬁm
“Equipment” filter would be Multifunetion Devices
Televisions.
This filter allows the information in the display area to be refined by either the
EPEAT compliance percentage or the total number of the equipment acquired.
Data

Data [ Total Number Acquired [+ |

EPEAT %
Total Number Acquired
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5.2.1.15. Electronics Operations Data Filters

Fiters |
The drop-down menu for this filter Category I All
Category will contain two options: Power
Management and Duplex Printing. Power Management
Duplex Printing
Data can be further filtered by specific _
equipment types. The “Equipment” filter
drop-down menu will have options Equipment I -
based on the “Category” selected in the
Equipment previous filter. If All is selected, then Computers
every equipment option’s data will be e Copiers, MFDs
shown lumped together. An example of : :
what the drop-down menu looks like is
shown to the right.
This filter allows the information in the display area to be refined by either the
Compliance Percentage (the frequency of equipment compliance with
regulation) or the Total Number Owned referencing the equipment in
possession by your site. If a “Category” or ‘Equipment” selection was not
made, then the “Compliance %” may show combined compliance for both
power management and duplex printing.
Data .
1]
Data Total Number Owned
I Compliance % El m
Tnial Number Owned
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5.2.1.16. Electronics Operations End-Of-Life Data Filters

The Electronics End-of-Life QA/QC Module contains filter options that are not
available until certain filter combinations have been made. The option to show native
units is not available until the user selects a “Data” drop down. This occurs because
usage units are not consistent between “Bulk Electronics Disposal” and “ltemized
Electronics”. By default, all “ltemized Electronics” are assigned a calculated weight

based on EPA and other data.

This filter refines the Electronics
Operations End-of-Life data
category. The filter options include:

Data I All

Data Itemized Electronics or to Bulk
Electronics Disposal. Additionally, erlﬁzfid E'““'F’“"Ii:ff* :
the user can select All to see both e
categories of data combined.
Data can be further filtered by
specific equipment categories. _
The “Category” filter drop-down
menu will have options based on €8T I Al
the “Data” selected in the previous Bulk Electronics Disposal
filter. If Bulk Electronics Disposal Copiers _
is selected in the Data filter, the ailing Machines
only option available in the CRT Monitors
“Category” filter is Bulk Electronics Notebooks )
Disposal. All the other individual r"“t';'g’l“r;'ﬁeaFggk“tf}%hgf;mtm
Category equipment categories are present Televisions
in the “Category” filter when E‘ED:&Z F‘:ﬂnﬂﬁ
Itemized Electronics is selected. Thin El'i’em

This is intuitive, as bulk electronics
are only tracked by total weight
rather than through an itemized
list. This selection also impacts
how the “Units” and “Equipment”
filter options are presented to the
user as well. An example of this

Personal Digital Asszistants
Digital Duplicators

SEMVers

Tableta/Slates
Multifunction Devices
Workstations

Printers

LCD Monitors

filter with all the selection options present is shown to the right.
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Sustainability Performance Office

56 | Page




Equipment

This filter enables the user to control the data display by showing either the
Total Amount of E-Waste or the Recycling Rate of electronics as they reach
end-of-life at your site.

Equipment Total Amount of E-Waste E|

Recycling Rate
Total Amount of E-Waste

Units

The user can use this filter to select the type of units in which they would like
to see the data displayed. For this data category, the options are restricted to
showing data in kilograms, or for Bulk Electronics Disposal you can also select
Native units.
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5.2.1.17. Sustainable Contract Review Data Filters

Contract Type

This filter enables the user to refine the Sustainable Contract Review data in
the display by the type of contract. There are four options: All, Other,
Custodial, and Construction.

Contract
Type

[ All
All
Other
Custodial

Construction

Data

This filter allows the information in the display area to be refined by either the
Compliance Percentage (the frequency of contract compliance with regulation)
or the Total Number of New Contracts Reviewed.

Data [ Total Number of New Contracts Reviewed [« |

Compliance %
Total Number of New Contracts Reviewed
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5.2.2. Graphical Display Area and Associated Data Table

The Dashboard offers the ability to examine historical and current data sets through
trend analysis. This tool may be used to spot anomalies, errors, and data

inconsistencies. If corrections are required, users may submit change requests for

historical data sets. In combination, the graph and associated data table displays all data
previously recorded (historical and current).. Hovering over a data point on the graph
shows the actual totals for a given fiscal year.

WCO0Ze

Energy

o v.—//ﬁ

2013 | Total:
23.367.67

2004 2005 2008 2010 012 I
Fiscal Year
-+ Total
Categery Subeategery Fuel Units Period 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012 2013 2014
Targst Excluded Gulings Essctriclty erid WTcoze | Annual o Dsts Ho Data HoDsts o Dsts o Data 256156543 270256704 2578108 235750015 2.134.45082 200528111 Wo Dt
Targst Excluded Gulkdings Watursl Gas WTCOze | Annual Ho Dsts Ho Data HoDsts o Dsts Ho Data [} [} o [} ] o Wo Dt
Target Goal Subject Bullaings Essctricity g wTco2 | annual tasenserss | 1335175648 13,597 86213 14,258 0522 1508310158 | 15,835.51187 15,548 3862 15,303.92817 17,280.3865 17.405 00558 1755631388 asz1
Targst Goal Subject Bulldings Matursl Gas WTcoze | Annual 237540146 247120833 264355411 255083176 342085128 343547753 3.196.22681 3.681.62548 336175583 3.502.1528 250807631 Wo Dtz
Total 18,343 5681 15,983 00178 ssorasezs | 17,239 92398 18,484.05282 21,852 95883 21,247 58005 n777.25871 22,550.12268 23,501 60358 25,367.6705 asz1
Create Chenge Request

Clicking on any value in the data table will present a pop-up dialog box. Detailed
information for that data point will be displayed, including “Period Type,” “Usage” and
“Cost”. “Period Type” may be annual, quarterly, or monthly depending on the user’s data
entry selection.

Data Details x

Breakdown of 2013 FY Data for Target Goal Subject Buildings

Month Usage Cost

|Fiscal Year Q1 (October - December)|| 552,509.03 || $63.58 |
| Fiscal Year Q2 (January - March) |[1,748,366.18 $173.38]
| Fiscal Year Q3 (April - June) || 940,634.75 ||$106.39 |
| Fiscal Year Q4 (July - September) || 564,566.35 | $67.77 |
| Total |3,806,076.31] $411.11]|

- Cancel
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5.2.2.1.

Submitting Historical Data Change Requests

Sites may submit requests to modify historical data sets. To initiate a historical data
change request, select “Create Change Request” from the QA/QC Module (circled

Energy
20,000
[ZVISITm:l:
2336767 |8,
20,000 J
a —
g
H
0.000
2008 7005 7008 o1 ] 1
Fiscal Year
- Toul
Catagory Subeategery Fuel  Units  Peried 2002 2004 2008 2006 2007 2008 2008 2010 2011 2012 2013 2014
Target Excluded Bulkdings Elcticly saa  [wrcom | Amm NoDaia Wobats Noaia Wobats NoDaia aseisesss  |amasenon | |sasiiewe | |awmsscis | arscessz | zwssstn | wobabs
Target Excluded Buliings Natural Gen wicozs | Annual Ho Dsta WoData Mo Dsta WoData Ho Dsta 0 o ' o ' o e Dats
Target Goal Subject Buktings [ sta | wrcom | Amm Taserserss | sasirseas | mswmesna | wassas | isoesierss | sssster | issmsesz | sawsewn | wasesess | masecsss | s | s
Target Gasl sunjsct Bullaings atura Gs wicozs | annual swsarus | earemsss | eeassen | zoebese | oassws | sessamiss | oaseamn | seserds  |oseiiesss | ot | oaosorest | websts
Tota Teatise | meesaoie | GestLenad | maesase | lsaseosamz | dewasssn | slaersaes | | momasn | mewazes | meniewss | asasrens wazt
¢ Create cnenge Reques: T
—_— —

The following screen appears where the user can enter details for their request. At

minimum, changes requests should include: the site, period, cost, usage data, as
well as a justification for their request. Additional information may be provided to

help inform the review. To submit the request, click the “Send Change Request’

button.

Change Request

General Change Request Form

Enter your custom change request here and provide justification for the change

Send Change Request Cancel

The SPO and HQ program offices will review all change requests and follow up with

sites directly. Note, fleet data pulled FAST can not be changed in the Dashboard.

Fleet data changes can only be made in FAST.
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5.2.2.2. Native Units

Where native units are applicable, the graph labels the Y axis (vertical axis) as
“‘Native.” The associated data table below lists the “Units” entered for the periods
(e.g., MWh, MtCO2e, miles).

50 |
o [ cugory [0 [r— wun [oma N = |

change [ % )

400,000 [
H
8
200,000
2005 2008 2007 B z00s 2010 2on ED ED

s Yeur
~Toul
eategary Subcategory roet units 2005 2008 2007 2008 2003 200 2o 2012 s o1
e —— = o gt wour gevn) =y 3 oo [rooras s [ T ey =
Tt St et Baldngs ety [ea | gt oy [ [ [mawn [ma [mes man |man [ lamaw [weom
ot \ \ [ [wemmsr Jwwms |wews  [wom msm [weww |mw |we o
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5.3.Get Upload Templates

Users may input data to the Dashboard in two ways. Users may use the Data Entry Module
(as described in Section 5.1) or upload data using a flat MS Excel Template.

To download an upload template, select a data category and choose Get Upload Template
from the side menu. Note that each data category has a custom upload template.
Depending on your internet browser, the file may automatically download to your computer,
or you may be prompted to select a destination folder to download the Excel file.

Data Entry Home

Enernu
Wati Enter Data

Ren M Qa/QC

Gret 4 upload
Mett: —
i D Get Upload Template
Buil

) status

An example of the upload template for the Electronics Operations data category follows.
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1 | DOE Sustainability Dashboard - Electronics Operations Upload Template
2 Site Information Data Entry Information Power Duplex Printing
If Power Management is selected in Column E, choose
"Computers" and/or "Displays" in Column F. If Duplex
Printing is selected in Column E, choose "Printers, Enter data in this category only if "Power Enter data in this category only if "Duplex
3 | Enter site identifying information. Copiers, MFDs" in Column F. Management" was selected in Column E. Printing" was selected in Column E.
Number Exempt |Number Using Number Number Using
from Power Power Number Incapable of Duplex Additional
4 | Site Name  |PSO ™ |Site # ™ |Fiscal Yea ™ [Category ~ |Subcategory ™ |Number Owne ™ [Manag 1t| ¥ |Manag it | ™ |Owned ™ |Duplex Printin_~ |Printing ~ |Information
5
6
7
8
o
1] ——
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
o4 >( EOperations ’ 4] [
S ——
Notes:
¢ Do not change worksheet (tab) names within the upload template. If the worksheet name is modified, the upload will fail.
In this case, the tab/worksheet is by default named “EOperations.”
¢ Drop downs must be used when available. Manual data entry in these fields will not be recognized by the system.
¢ The Excel file name may be modified. For example, the Electronic Operations template is named “EOperations.xIsx” by
default. This may be modified to another name (e.g., Site_EOperations_FY14_Final.xIsx).
¢ The upload template only accepts data for the current year reporting cycle.
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5.4.Upload via Upload Template

Data may be uploaded to the Dashboard using the upload template. Only current year data
may be uploaded to the Dashboard. To perform changes to historical data sets, refer to
Section 5.2.2.1.

1. From the Data Entry Home page, navigate to the desired data category.
2. Hover over the data category and select Upload Data.
3. The Data Entry Upload page appears (see below).

DOE Sustainability Dashboard

Managed by DOE’s Sustainability Performance Office

Reports ‘ Data | Administration ‘ Help Lo esiaiadic s

o Data Entry Upload Site: [ DOE Site

CEDR Data Upload for National Renewable Energy Laboratory: Energy

“(Note: Currently only recognizes the xlsx files obtained from this site, and can only upload current year values

4. Click “Browse” and select the file location from your computer.
5. Click “Upload”.
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5.5.Completion Status

Data entry and review progress may be tracked on the Completion Status page. For more
information on the Completion Status page, reference Section 4.2 Completion Status.

DOE Sustainability Dashboard

Managed by DOE’s Sustainability Performance Office

S Welcome 1 Thursday, ¢ 02,2014 | Log Out
Reports Data Administration

Completion Status Select Site: | DOE Site B Reporting Period: FY 2015

View test the current completion status for each sustainability data category below. Hover over a data category to perform additional actions: edit data; review and approve data; and view historical
data trends.

Category Input Status Manager Review Site Office Review DOE HQ - PSO Review DOE HQ - Admin Review

Energy Not Started
Water Not Started
Renewables Not Started
(Disabled)
(Disabled)

NewBuildings (Disabled)

NonFleetVehiclesEquipmentFuel Not Started
FleetVehiclesFuel /A N/A /A NA /A
FleetAcquisition N/A N/A NA NA N/A
AirTravel Not Started
GroundTravel Not Started
Commute Not Started

CommuterSurvey (Disabled)

Municipal SolidWaste Not Started
Diversion Not Started
ConstructionWaste Not Started
WastewaterTreatment Not Started

Evaluations & Measures

CoveredFacilities (Disabled)

(Disabled)

ConservationEfliciencyMeasures (Disabled)

Electronic Stewardship & Data Centers

ElecAcq Not Started

ElecOp Not Started

ElecEOL Not Started
(Disabled)

Sustain Not Started
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Chapter 6: Detalled
Description of Data Categories
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6. Detailed Description of Data Categories

The Dashboard’s Data Entry Module contains data entry forms for data categories required for
DOE sustainability reporting purposes. Each data category in the Data Entry Module contains
specific data entry fields that must be completed prior to submission. Current year data entered
via the Data Entry Module is cumulatively added to the historical data sets. When viewed
together, the graphical data in the QA/QC Module enables users to see trends and easily
identify errors, anomalies, or significant data variances. After submission to the SPO and HQ
program offices, data will be finalized on

Ready for Users for Under Development for

the Dashboard. FY 2014 Reporting FY 2015 Reporting
There are several required data %Cz,[g?/ Gre:ﬂr;tlzl:iladmgs
categories not yet included on the — g
Dashboard. In FY 2014, data for these Renewablt_as Building Inventory Change
categories will collected through the NOE'FI_eet Vehllzclels & Commuter Survey
CEDR. The table to the right identifies quipment Fue

the current development schedule for Fugitives & Covered Facilities
each data category. High level Refnggrants : _
descriptions are included in this chapter Fleet Vehicle Fuel Audits & Evaluations

for the the Dashboard data categories Conservation & Efficiency

Fleet Vehicle Inventory

currently under development. Measures
Air Travel Data Centers

This chapter presents step-by-step Ground Travel

guidance for completing the Data Entry Commute

Module for each data category. From Municipal Solid Waste

the Data Entry Home page, choose the
site from the drop-down menu on the
upper right hand side of the screen, as
described in Section 4.1 Enter Data.
Choose a data category and select
“Enter Data” from the side menu. Each
module contains category-specific entry fields. Users should be careful to complete all required
fields (all fields except those marked “optional”). It is also recommended that users review data
using the QA/QC Module prior to submission.

Electronics Acquisition
Electronics Operations
Electronics End-of-Life
Sustainable Acquisition
Contract Review
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6.1.Facilities

Facilities related sustainability data includes categories for Energy, Water, and Renewable
Energy use. Other categories, such as Green Buildings, Metering, and Building Inventory
Change are currently under development and will not be available for FY 2014 data
reporting. Those categories should be reported through the CEDR. For more information,
please reference the CEDR Technical Support Document and FY 2015 Site Sustainability

Plan (SSP) Guidance.

6.1.1. Energy

The Energy data category is primarily focused on a site’s energy utility consumption and

associated costs. Users should be prepared with information relating to the types of fuels

or materials consumed

in the production of electricity or thermal energy for the site and

the associated billing information. The Energy category does not collect on-site
renewable energy production or biomass use. On-site renewable energy should be

reported through the Renewables data cateqgory, as discussed in section 6.1.3. This is a

notable difference from

CEDR reporting practices. Guidance on how to complete the

Energy fields are provided below.

Site Site name will automatically populate.
PSO Program Secretarial Office (PSO) will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically

populate.

Main Site Zip Code

Main Site Zip Code will automatically populate, but is able to
be edited. This is only to allow for sites which have historically
included geographically disperse sites under a single site
number and zip code. Please contact SPO if you choose to
change the zip code.

Category

This field has a drop-down list containing three options. Select
the appropriate building “Category” for the data being entered
from the following:

Category: |- Choose One — E3

Target Goal Subject Buildings
Target Excluded Buildings
Fully Serviced Lease(s)
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https://doegrit.energy.gov/SustainabilityDashboard/PDF/2015%20CEDR%20TSD.pdf
https://doegrit.energy.gov/SustainabilityDashboard/PDF/2015%20SSP%20Guidance.pdf
https://doegrit.energy.gov/SustainabilityDashboard/PDF/2015%20SSP%20Guidance.pdf

Square Feet

Annual total “Square Feet” will automatically populate based
on the “Category” chosen above. This square footage is based
on the Facilities Information Management System (FIMS)
shapshot each November. Please ensure information is
accurately entered in FIMS. Preliminary square footage values
will be uploaded to the Dashboard in mid-October, after FIMS
closes for data entry at the end of September. The field is not
editable.

Subcategory

Select the fuel source used to generate energy from the drop-
down menu. The options below are provided.

Electricity Isobutylene
Natural Gas Kerosene

Fuel Oil Lubricants
Liguefied Petroleum Gas Motor Gasoline
(LPG)

Liguefied Natural Gas (LNG) Municipal Solid Waste —
Fossil-derived

Diesel Naphtha <401 degrees F
Coal Natural Gasoline

Chilled Water Other

Steam Other Oil- >401 degrees F
Hot Water Pentanes Plus

Asphalt and Road Qil Petrochemical Feedstocks
Blast Furnace Gas — Fossil Petroleum Coke

Derived

Butane Propane

Butylene Propylene

Coke Oven Gas — Fossil Special Naphtha

Derived

Crude QOil Square Feet

Ethane Still Gas

Ethylene Tires — Fossil-derived
Heavy Gas Qils Unfinished oils

Isobutene

If the fuel source that your site used is not listed, select
Other, and provide a description of the energy source used
by the site in the “Additional Information” field.
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Purchased or On-Site
Generated Non-Renewable

Select the energy acquisition method using the drop-down
menu. The choices include Purchased or On-Site Generated
Non-Renewable, as shown below:

Purchased or
on-Site
E2

Purchased
Generated Non-
Renewable: MaUELEEEY

On-Site Generated Mon-Renewable

Fuel/Material

Select the specific type of “Fuel or Material” used to produce
energy using the drop-down menu. The options in this menu
directly correlate to the “Subcategory” chosen above. For
example, if Electricity was chosen as a “Subcategory,” the
drop-down would have the following options:

FuelMaterial: | Grid E3
- Choose One —

Combined Heat and Power (CHF)
Conventional Hydro

Additionally, if Electricity was selected, the Dashboard will
automatically update to produce an optional field for
“Transmission & Distribution Losses.” Many of the
Subcategories will have similar choices. If the “Subcategory”
Coal was selected above, the drop-down menu would provide
the following options:

Fuelaterial: | Bituminous -

— Choose One —
Anthracite
Bituminous |
Coke

Lignite

Mixed {Commercial sector)
Mixed (Electric Power sector)
Mixed {Industrial coking)
Mixed {Industrial sector)
Subbituminous

If your chosen “Subcategory” was Other or the fuel used to
produce energy on your site is not listed in the drop-down
menus, please provide a description the fuel used in the
“Additional Information” field at the bottom of the page.

Data Entry Period Type

Select the time period type for which data will be entered.
There are two options, each giving the user a different set of
entry fields to complete.
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Data Entry ) Fiscal Year by Quarter
Period TYOE. ) Figcal vear by Month

Fiscal Year by Quarter: Energy usage data (using the
appropriate “Usage Unit”) must be entered using a quarterly
breakdown of the site’s “Fiscal Year” total. The associated cost
of the site’s energy usage, in thousands of U.S. dollars, must
be entered in the corresponding Cost field.

Qi o1
(October - 0 Cost 0
December) {1,000

Amount: &)

Q2 Q2

(January - 0 Cost 0
March) {1,000
Amount: &)
Q3 (April - Coﬂsat

June) 0 (1.000 a
Amount: ! Sy
Q4
Q4 {July - Cost

September) O (1,000 1]
Amount: ’ S):

Fiscal Year by Month: Energy usage data (using the
appropriate units selected from the “Usage Unit” field) must be
entered using a monthly breakdown. Cost data, in thousands
of U.S. dollars, must be entered in the corresponding “Cost
(1,000 $)” field. To ensure accuracy, please review the amount
and cost data sets are in the proper fields.

January Cost

Amount: {W.Dg)ﬂ: 0
e 0 0
e (.o o
Am::.lpnrlI! {1(‘:{%9)0:‘ 0
.Ar'nol.t‘.lqg;,:r “(‘:D?S}E;U:t 0
i i o
Amotl:ll;,:r 0 {1(‘2{%8)0:[ 0
e (.o o
Seplnier o o
e (.o o
November n‘,%?s)juf 0
Degemter ¢ a3 o
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Fiscal Year The current fiscal year will automatically populate.

Select the unit by which the site’s energy usage has been
measured using the drop-down menu provided. The menu
offers the following options:

Usage Unit: | Default Unit B3

Choose a Category first
Default Unit Million ETUs

The vast majority of entries will be done using the Default Unit
option, which then defaults to a specific unit for each fuel type.
For example, natural gas defaults to a Default Unit of 1,000
cubic feet, but can also be entered in Million BTU.

If site energy data has associated billing information, enter the
Billing Reference (Optional) | reference information (billing numbers, etc.) in this field. Data
entry for this field is optional.

This space is provided for users to record important
information that cannot otherwise be input into the data entry
form. An example, as mentioned above, would be if the site is
reporting energy usage in units other than Millions of BTUs.
Data entry for this field is optional.

Additional Information
(Optional)

This button enables the user to save data without submitting
the entry for review. This is a useful tool for the user to review
their entries prior to final submission. When this button is used,
the data will be displayed in the right hand panel of the Data
Entry Module fields.

Save Energy Consumption
and Cost Data Button

Prior to submission, please make sure to verify the accuracy of
the data through the QA/QC Module (See Section 5.2 for
more information). Once you have confirmed the data, click on
“Complete Energy Consumption and Cost” to submit for
review. There is a pop-up window asking you if you are sure

Complete Energy
Consumption and Cost

Button you want to submit the data. By clicking Yes you will no longer
be able to edit data without having your reviewer reject the
dataset.
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6.1.2. Water

Water related sustainability data is focused on the site’s water consumption and
associated cost. Users should be prepared with information relating to the types water
consumed and the associated billing information. Guidance on how to complete the
entry form is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.

This field is auto-populated with Water because there are no additional

Category categories applicable.

This field will be pre-populated using data pulled annually from FIMS.
Unlike the energy intensity goal, there are no exclusions for water
intensity, so the square footage shown is the total square footage
Square Feet (goal subject plus excluded) from FIMS. Please note, per Federal
guidance energy square footage equals water square footage unless
there is a major difference. In such a case, please contact the SPO
Administrator.

Select from the drop-down menu the most appropriate option that
represents the type water usage being reported. Many sites will only
have Potable water usage. The following options are provided:

Subcategory: | Potable E3

Alternative Water

Anquifer Replenish
SchatEQOry ILA non-potable fresh
Potable
Fe claimed/cycled
As an example, when Alternative Water is selected, the following field
is automatically generated. Select the option for the data entry and
complete the remainder of the fields for one of the following types of
“Alternative Water Sources”:
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Alternative
Water Source:

Rainwater/Stormwater E3

Air Conditioning Condensate
Gray Water
Rainwater/Stormwater

Sump Pump Drainage Water
Water Furification Reject \Water

Data Entry Period
Type

Select the period type that site data will be entered. There are two
options, each giving the user a different set of entry fields to complete
below.

Data Entry @ Fiscal Year by Quarter

Period TYPE: &) Fiscal vear by Month

Fiscal Year by Quarter: Selecting this option will bring up the following
fields, as shown in the table below. Water consumption data (as
measured in Millions of Gallons, not whole numbers) must be entered
using a quarterly breakdown of the site’s “Fiscal Year”, using the
months as shown in the table below. The associated cost of the site’s
water consumption (in thousands of U.S. dollars, not whole numbers)
must be entered in the corresponding “Cost” field.

1 Q1
{Cctober - Cost 0
December) {1,000

Amaount: )

Q2 Q2

{January - 0 Cost 0
March) (1,000
Amaount: )
Q3 (April - o

June) 0 (1,000 0
Amaount: ' gy
Q4 (July - o

September) 0 (1,000 0
Amaount: ' 5):

Fiscal Year by Month: Selecting this option will cause the site to load
similar fields as shown above, but using months instead of quarters.
Water consumption data for the site must be entered using a monthly
breakdown, with the amount of total water (measured in Millions of
Gallons) in the field for the “Amount” field of the applicable month.
Cost data (in thousands of U.S. dollars) must be entered in the
corresponding “Cost (1,000 $)” field. For accuracy, ensure that the
amount and cost data sets for each month are in their appropriate
fields.
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January Amount: (0

Cost (1,000 5): (0

February Amount: (0 Cost (1,000 3]:|I]
March Amount: (0 Cost (1,000 ) |I]
April Amount: |0 Cost (1,000 E-]:|IZI
May Amount: (0 Cost (1,000 3]:|I]
June Amaunt: |0 Cost (1,000 £k |I]
July Amount: |0 Cost (1,000 3]:|I]
August Amount: |0 Caost (1,000 3]:|I]

September Amount: |0

Oetober Amount: (0

Cost (1,000 5): (0

Cost {1,000 3): [0

Nowember Amount: (0 Cost (1,000 3]:|I]

Cost {1,000 3): [0

December Amount: |0

Fiscal Year

The current fiscal year will automatically populate.

Usage Unit

This field is auto-populated because water consumption is measured
in Millions of Gallons.

Billing Reference

If the site water consumption has associated billing information, enter
the reference information (billing numbers, etc.) in this field. Data entry

(Optional) into this field is optional.

This space is provided for users to record important information that
Additional cannot otherwise be input into the data entry form. For example, if
Information captured rainwater is being used, select the Re Claimed/Cycled option
(Optional) in the “Subcategory” drop-down menu and briefly describe the practice

in this field. Data entry for this field is optional.

Save Water Data
Button

This button enables the user to save data without submitting the entry
for review. This is a useful tool for the user to review their entries prior
to final submission. When clicking this button, the data will be
displayed in the right hand panel of the screen. Please take a moment
to verify the accuracy of this data prior to clicking the “Submit Water
Consumption and Cost” button.

Complete Water
Consumption and
Cost Button

Prior to submission, please make sure to verify the accuracy of the
data through the QA/QC Module (See Section 5.2 for more
information). Once you have confirmed the data, click on “Complete
Water Consumption and Cost” to submit for review. There is a pop-up
window asking you if you are sure you want to submit the data. By
clicking Yes you will no longer be able to edit data without having your
reviewer reject the dataset.
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6.1.3. Renewables

The Renewables data category is focused on the site’s data for renewable energy
consumption, renewable energy system costs, and renewable energy credit (REC)
tracking. Users should be prepared with information about on-site renewable energy
systems, siting information, energy production data, fuel use (biomass), site purchases
or sales of RECs, and any additional costs associated with the system(s). Guidance on
how to complete the Renewables entry form is provided below.

Instructions are broken down by the three “Subcategories”: On-Site Systems, Green
Energy Purchase, and RECs. Green energy purchases and REC entries require similar
data, while on-site systems are markedly different. Data for on-site systems entered in to
the system (including those included in previous CEDR reporting) is retained year over
year and only needs to be updated as necessary.

6.1.3.1. On-Site Renewable Energy

Use this section if On-Site Renewable Generation System is selected under the
“Subcategory” field.

Site Site name will automatically populate.

PSO PSO will automatically populate.

Site # Site Number (i.e., legacy EMS4 number) will automatically populate.
Category There are no entry options for this field because there are no additional

categories applicable aside from Renewables.

Subcategory —
On-Site Selecting this option from the Subcategory drop-down menu will cause the Data
Renewable : :
Ener Entry Module to update the page with the necessary data entry fields below.

9y Once the fields are loaded, the user must complete the following sections.
Generation
System

Please note that this field is only present if the “Subcategory” field above has
On-Site Renewable Generation System selected. The “Add or Update Existing”
field allows three options:

Add or Update
Existing?
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Add or Update Existing? | Mew Entry ﬂ

Update System Information for Existing
Update Qutputinput for Existing

New Entry allows a user to add a new on-site renewable energy system.

Update System Information for Existing option allows the user to update
information such as location, siting status, capacity, percentage of RECs
retained, and more.

Update Output/Input for Existing option provides the ability to keep all system
information the same and update the energy output of the system for the current
year.

The next two rows of this table provide more detail for the New Entry, Update
System Information for Existing, and Update Output/Input for Existing options.

New Entry and Update System Information:

Update System Information for Existing and New Entry options under the “Add or Update
Existing” field are basically the same with one exception. Once you select the Update System
Information for Existing option, a new drop-down menu is automatically generated with the title
“Choose Existing” to allow the user to select a system from all previously entered renewable
energy systems on the site. It allows the user to edit the previously entered information for each
renewable energy system, should data be inconsistent or require amendment. An example of
how this field may appear is provided below:

Update System Information for Exisfing |E|

-- Choose Existing — B2
— Choose Existing —

Geothermal System Building 224, Geothermal System (23 Tons)
Solar PV Array, Ground Mounted Building 372, Ground solar PV array (109 kW)

Solar PV Charging Station Building 212. Solar PV outdoor vehicle charging station (4 kW)
Solar PV Lighting Panels Building 201 Lighting upgrade (solar) for 3 outdoor light poles
Wind turbine Building 46, Wind Turbine (10 kW)

Add or Update Existing?

The name for each system is based on concatenating the “System Description/Name” and
“Location Description” in the system information. These names are based on previous CEDR
data, and may not be ideal as some sites have entered data in these categories differently. The
user can update the “System Description/Name” and “Location Description” so that it matches
the desired name.

Once selected, the Dashboard automatically updates to present the user the detailed System
Information and Production and Fuel Information for the system.

If New Entry was chosen, the same fields will be available for update, but will be blank to allow
new entry. The data is now ready for changes as shown in the screen shot that follows.
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1 System Information

d Owverview

System Description/Mame: |

Location Description: |

Renewsblz Fusl Type: [— Choose One —

Nameplate Capacity (KW): | |

Electric or Thermal? |Electric

Year Installed:

Capital

Cost (3):

Acquisition Method
{Optional)

% of RECs Refained:
Purchased Replacement

RECs for Consumed
Energy?

Equipmentimplementation |

[~ Choose Cne -

by Siting Information

Dperational Status:

System Location Zip
Code:

Siting Status:
(Grid Status:

Cio You Oman the TED
Systemn?

Operational |
[Cp=

[ Choose Gne —

el

[~ Choose One - |

[- Choose One — v

C Goal Information

Energy Intensity End Use
Categorny:

GHG Scope:

|- Choose a Category — w |

[ Choose One - |

2

Production and Fuel Information

Renewsble Electricity
Output (MWHYT):
Principal Biomass Fusl
Type:

Principal Biornass Fuel
Use (MMETUMNT):
Secondary’Blend Fusl
Type:

Secondary/Blend Fuel Use
(MMBTUMNT):

If Applicable, Annual Fuel
Caost (3):

If Awsilsble, Annual
Dperations Cost (51

[~ Choose One - hd
|

[= Choose One — b
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1 System Information

la Overview

System
Description/Name

Location
Description

Renewable Fuel
Type

Nameplate
Capacity

Electric or
Thermal

Year Installed

Capital Equip./
Implementation
Cost

Provide the system description or name.

Briefly describe where the system is located.

Using the provided drop-down menu, select the option that most closely
matches the type of renewable energy/fuel that the aforementioned
system is using.

Enter the system electric capacity (in kW) that is listed on the nameplate
of the renewable energy system. Leave this entry blank if the system
produces thermal energy.

Using the drop-down menu, select the option that describes the type of
energy being produced by the renewable energy system. There are three
options:

Electric or Thermal? | Electric |

Some renewable energy systems provide thermal energy (heat) as well
as electric. If this is the case at your site, select Both. If the system only
produces electricity or thermal, select that single option and complete the
fields.

The option selected dictates the entry fields in Section 2 ‘Production and
Fuel Information.’

Using the drop-down menu, select the year that the renewable energy
system’s installation was completed.

Enter the cost (in total dollars) of the renewable energy system’s
equipment and implementation.
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Acquisition
Method

% of RECs
Retained

Purchased
Replacement
RECs for
Consumed
Energy?

Using the drop-down menu, select the option that most accurately
describes the means by which the renewable energy system was
acquired by the site. If there are no options that sufficiently describe the
site’s acquisition method, select the Other Funding Source option and
describe the method in the “Additional Information (Optional)” field at the
bottom of the page. The options for this field follow:

Acquisition Method

(Optional) - Choose One - B

— Choose One —

ARRA

General Plant Project (GPF)

Institutional General Plant Project (IGPF)
Line ltem

Utility Energy Service Confract (UESC)
Energy Savings Performance Contract (ESFC)
Power Purchasze Agreement (PPA)
Enhanced Use Lease (EUL)

Incentive Program

Direct Centralized Capital Funding
Decentralized Operating Budgets

Cther Funding Source

Using the provided drop-down menu, select the approximate percentage
of Renewable Energy Credits retained by the site for this renewable
energy system. The drop-down list provides options in 10% increments.

If you retained less than 100% of the RECs generated by the on-site
system, but purchased replacement Renewable Energy Credits for the
site’s energy consumption, use the drop-down menu to select Yes. If not,
select No.

1b Siting Information

Operational Status

System Location Zip

Code

Using the drop-down menu, select the status that most accurately
describes the renewable energy system. The system will either be
operational, or decommissioned/removed from service.

Operational Status: | Cperational ﬂ

Operational
Decommissioned/Removed

Enter the zip code for the area in which the renewable energy system
is deployed.
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Siting Status

Grid Status

Do You Own the
T&D System?

Using the drop-down menu, select the siting option that most
accurately represents the renewable energy system’s situation. For
each option, there are two parts: the type of land the system is sited on
followed by the relationship of the site to the system.

Siting Status: |- Choose One — B
— Choose One —

On Federal Land, On User Site

On Federal Land, Transmitted to User Site

On Federal Land, Hosted (Mot Transmitted to User Site)
On Indian Land, On User Site

On Indian Land, Transmitied to User Site

On Indian Land, Hosted (Mot Transmitted to User Site)
MOT on Federal or Indian Land, Adjacent to Site

MOT on Federal or Indian Land, Transmitied to Site

For part one: is the site on Federal land, Indian land, or neither? Part
two: is the system on the user’s site, is power transmitted to the user’s
site, is the system hosted on the site (and transmitting power to
another), or is the system adjacent to the site?

Using the drop-down menu, select the option that most accurately
describes the renewable energy system’s connection to the electrical
grid. Options beginning with Both refer to the system having both
electric and thermal output. The following options are provided:

Grid Status: |-- Choose One - B2

Electric On Grid
Electric Off Grid

Mon-Electric
Both, On Grid
Eoth, O Grid

Using the drop-down menu, select Yes if the site owns the
transmission & distribution system for site electricity as it relates to the
renewable energy system. If the site does not own the T&D, select No.
If no electricity is delivered (for example, if the system is thermal)
select No Electricity is Delivered (Non-Electric).

Do You Own the T&D
System?

- Choose One — E3

Mo Electricity is Delivered (Mon-Electric)
Yes
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1c Goal Information

Energy Intensity End
Use Category

GHG Scope

Select the option that most accurately describes how the site wishes to
categorize the energy intensity goals for the data related to the
renewable energy system. You can select either Goal Subject or
Excluded.

Energy Intensity End Use
Category:

GHG Scope: | Goal Subject
Excluded

-- Choose a Category — E2

For greenhouse gas goals, select which scope the site is using to
report renewable energy system data. The options are Scope 1 (GHG
emissions from sources owned/controlled by a federal agency), Scope
2 (GHG emissions resulting from the generation of electricity, heat, or
steam purchased by a Federal Agency), or Scope 3 (GHG emissions
from sources not owned/directly controlled by a Federal agency, but
are related to agency activities (e.g., hosted systems).

GHG Scope: | —- Choose One — B3

Scope 1
Scope 2
Scope 3

2 Production and Fuel Information

Renewable
Electricity Output
(MWh/Yr)

Renewable Thermal
Output (MMBtu/Yr)

Principal Biomass
Fuel Type

Enter the total electricity output of the renewable energy system in
MegaWatt hours per year.

This field will not be available if the system is only thermal (as selected
in the “Electric or Thermal” field under 1 System Information).

Enter the total thermal output of the renewable energy system in
MMBtu per year.

This field will not be available if the system is only electric (as selected
in the “Electric or Thermal” field under 1 System Information).

If the system utilizes biomass, select the biomass variety that the site
uses as its primary fuel.

U.S. Department of Energy

82|Page

Sustainability Performance Office




Principal Biomass Fuel

-~ Choose One -

— Choose One —
Agricultural byproducts
Biodiesel (100%)
Biogas (captured methane)
Ethanol (100%)

MSW for Electricity, Input BTUs
MA

Peat

Fendered animal fat

Solid byproducts

Vegetable oil

Wood and wood residuals

Principal Biomass Enter the total principal biomass fuel use (in Millions of BTUS).
Fuel Use

(MMBTU/YTr)

Secondary/Blend If a secondary biomass fuel was used to produce energy, use the
Fuel Type drop-down menu to select the fuel that was used.
Secondary/Blend Enter the total secondary biomass fuel use (in Millions of BTUS).
Fuel Use

(MMBTU/YTr)

If Applicable, Annual  Enter the costs for purchasing fuel, if applicable.

Fuel Cost ($)

If Available, Annual If the numbers are available, use this field to enter the total annual

Operations Cost ($)  operations cost of the renewable energy system.
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Update Output/Input for Existing:

This option under the “Add or Update Existing” field allows the user to update the amount of
energy generated for specific on-site renewable energy systems. When this option is selected,
the dialogue shown below will appear. Systems below 500 kW will not be shown until the check
box underneath these statements is checked manually.

Subcategery: |On-Sitz Renswable Ganeration System |E|
Add or Updste Existing? |Update Ouiputinput for Existing [=]
Fiscal Year
Clicking an a System’s Name will load the System's Information

Note, onty systems that hawe 2 Mameplate Capacity grester than 500 kKW andior energy productionioutput greater than 500 MWhiyr or 1,500 MMBTU T =re listed belovs.
To see all on-site systems check the box: [}

Once selected, the page will update to load the site’s renewable energy systems and their
associated data in the table provided. There are seven columns where data entry or
manipulation is possible. If any data is shown in the fields, it is for the current FY only. If there is
no data, no data has yet been entered for FY 2014 for those renewable energy systems.
Complete and/or verify the information in the following fields. For most systems, only the
“‘Renewable Electricity Output” and “Thermal Output” columns need to be updated.

Add or Update Existing? [Update Cutputinput for Existing [=|

Fiscsl

Ioad the System's Information.

Note, oty
To see all on-site systems check the bax:

=ms that have 3 Namepiate Capacity grester than 500 kW andicr energy production/output greater than 500 MWhvir or 1,500 MMETUSYr ars listed below.

i Applicable,

Principal Biomass SecondaryiBlend [
Fuel Use Annual Fuel Cost
(8

Principal Biomass Fuel Type Fuel Use Secondary/Blend Fuel Type u
(MMBtuYr) (MMBtw/Yr)

ri
Output Qutput
(MWhIYr) (MMEturYr)

o (] ) — Choose One — ¥ o — Choose One — [*l o [i]

] 118.32831575847 0 ~ Choss= One — [x] o —Choose One — [=l o 0

e Check if Output/Input is the Same as Last Year: Check this box only if the Output/Input data
for renewable energy production/use is the same for the current FY as the previous.
Selecting this box will update the information in the fields for that row and then lock all them
so the user cannot make any additional changes for that renewable energy system.

e Renewable Electricity Output (MWh/Yr): If applicable, enter the total amount of renewable
electricity produced in MWh/YT for that specific renewable energy system.

¢ Renewable Thermal Output (MMBtu/Yr): If applicable, enter the total amount of renewable
thermal energy produced by that system for the current FY.

e Principal Biomass Fuel Type: Using the provided drop-down menu, select the biomass fuel
type that was primarily used to power the renewable energy system. The options for this
field are shown in the image on the following page. If this option is not applicable to your
system, do not make any choices in this column.
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Principal Biomass Fuel Type

- Chogss Ong —
— Choose One —

Biodiesal (100%)
Biogas (captured
Ethancd (100%)

A

FPeat

Rendered anima
Solid byproducis
Vegetable oil

Agricultural byproducis

MEW for Electricity, Input BTUs

Wood and wood residuals

methans)

fat

——

Principal Biomass Fuel Output (MMBtu/Yr): If applicable, enter the total output of the

renewable energy system that utilized the principal biomass fuel selected in the part above.
If not applicable, enter a zero (0).

Secondary/Blend Fuel Type: If applicable, use the drop-down menu provided, select the

secondary or blended fuel type from the list that your site uses for renewable energy
production. If this option is not applicable to your system, do not make any choices in this

column

Secondary/Blend Fuel Use (MMBtu/Yr): If applicable, enter the total output of the renewable

energy system that utilized the secondary biomass fuel selected in the part above. If not
applicable, enter a zero (0).

If Applicable, Annual Fuel Cost ($): Enter the total cost of the fuel(s) used for renewable energy
production over the fiscal year.

Additional This space is provided for users to record important information that cannot
Information otherwise be input into the data entry form. Data entry for this field is optional.
(Optional)

This button enables the user to save data without submitting the entry for
Save review. This is a useful tool for the user to review their entries prior to final
Renewables submission. When this button is used, the data will be displayed in the right

Data Button

hand panel of the screen. Please take a moment to verify the accuracy of this
data prior to clicking the “Complete Renewables” button below.

Complete
Renewables
Button

Prior to submission, please make sure to verify the accuracy of the data through
the QA/QC Module (See Section 5.2 for more information). Once you have
confirmed the data, click “Complete Renewables” to submit for review. There is
a pop-up window asking you if you are sure you want to submit the data. By
clicking Yes you will no longer be able to edit data without having your reviewer
reject the dataset.
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6.1.3.2. Renewable Energy Credits and Green Energy Purchases

Use this section if Renewable Energy Credit Only Purchase or Green Energy
Purchase is selected under “Subcategory.”

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.

There are no entry options for this field because there are no additional

Category categories applicable aside from Renewables.

Subcategory — | If the site purchased renewable energy that was consumed during agency
Green Energy | activities, use the Green Energy Purchase Subcategory option. The Dashboard
Purchase will refresh the page with the appropriate data entry fields for this option. The
required fields of entry are as follows:

Data Entry Period | Select the type of period breakdown that the site will be
Type using to enter renewable energy data. The three options
are as follows:

) Fiscal Year by Quarter

Data Entry PR
Period Type: - Fiscal Year by Month

@ aAnnual

Fiscal Year by Quarter: When this option is selected, the
Dashboard automatically adds fields for each quarter's
Electricity Purchased (in MWh) and the associated
Purchased Cost ($). Enter the quarterly data in these
fields.

Fiscal Year by Month: When this option is selected, the
Dashboard automatically adds fields for each months’
totals in Electricity Purchased (in MWh) and the
associated Purchased Cost ($) of that renewable
energy. Enter monthly data in the appropriate fields.

Annual: When this option is selected, the Dashboard
automatically adds two fields for data entry. These fields
are Electricity Purchased (MWh) and the associated
Purchased Cost ($). Enter the annual data in these
fields.
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Fiscal Year

This field will already be filled with the current Fiscal
Year.

Renewable Fuel
Type

Using the provided drop-down menu, select the option
that most closely matches the type of renewable energy
fuel that the aforementioned system is using.

Install/Service
Year

Enter the year in which the renewable energy system
that the site is purchasing green energy from was
installed or placed in service.

Source Zip Code

Enter the zip code in which the renewable energy
system that the site is purchasing green energy from is
located.

Siting Status

Using the drop-down menu, select the siting option that
represents the renewable energy system’s location. For
each option, there are two parts: the type of land the
system is sited on followed by the relationship of the site
to the system.

Siting Status: |- Choose One -- B3
— Choose One —

On Federal Land, On User Site

On Federal Land, Transmitted to User Site

On Federal Land, Hosted (Mot Transmitted to User Site)
On Indian Land, On User Site

On Indian Land, Transmitted fo User Site

On Indian Land, Hosted (Not Transmitted to User Site)
MOT on Federal or Indian Land, Adjacent to Site

MOT on Federal or Indian Land, Transmitted to Site

For part one: is the site on Federal land, Indian land, or
neither? Part two: is the system on the user’s site, is
power transmitted to the user’s site, is the system
hosted on the site (and transmitting power to another),
or is the system adjacent to the site?

Supplier/
Contract With

Using the drop-down menu, select the organization with
which the site has an agreement for green energy
purchase. Choose from the following options:
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Supplier/Contract

with: - Choose One — - |

These options correspond to Bonneville Power
Administration, Defense Logistics Agency’s Defense
Energy Support Center, General Services
Administration, Tennessee Valley Authority, and
Western Area Power Administration. If the green energy
purchases come from another source, select Other and
describe the situation in the “Additional Information” field
at the bottom of the page.

Is Multi-Year If green energy purchases are being made under a
Contract? multi-year contract, select Yes. If not, select No.
If you select Yes, you must then enter the contract start
and end dates in the appropriate fields.
Energy Select the option that most accurately describes how the
Intensity/End Use | site wishes to categorize the energy intensity goals for
Category the data related to the renewable energy system. The
choices are either Goal Subject or Excluded.
Electric or If the green energy purchased is in the form of
Thermal? electricity, select Electric from the drop-down menu and

continue. If the site is entering data for green energy
purchases in the form of thermal energy, select Thermal
and continue. The Dashboard will automatically switch
the following fields to match the data requested:

Electricity: There are two fields that appear below the
Electric or Thermal? category, the first being “Electricity
Purchased (MWh)” and the second being “Purchased
Cost ($)". See the image below:

Electricity

Purchased (MWh) Purchased Cost (%)

Annual:
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Complete these fields by entering the total green energy
electricity purchased (in MWh) in the first field, then
enter the cost of that electricity in the field to the right.

If Thermal was selected, the following fields will appear:

Thermal Purchased

(MMbtu) Purchased Cost (%)

Annual:
Again, enter the quantity purchased (in MMbtu) on the

left, then enter the cost of those units on the right under
“Purchased Cost ($).”

Subcategory — | From the Subcategory drop-down menu, the “Renewable Energy Credit Only

Renewable Purchase” option should be selected if the user is entering data related to REC
Energy Credit | purchases only. Once selected, the Dashboard will automatically refresh the
Only page, presenting the user with the fields described below.

Purchase

Data Entry Period
Type

Select the type of period breakdown that the site will
be using to enter renewable energy data. The three
options are as follows:

2 Fiscal Year by Quarter

Data Entry . _
Period Type: '~ Fiscal Year by Month

@ Annual

Fiscal Year by Quarter: When this option is selected,
the Dashboard will automatically refresh the page to
add fields for each quarter’'s RECs Purchased (in
MWh) and the associated Purchased Cost ($). Enter
the quarterly data in these fields.

Fiscal Year by Month: When this option is selected, it
automatically refreshes the page to add fields for
each months’ totals in RECs Purchased (in MWh)
and the associated Purchased Cost ($) of that
renewable energy. Enter monthly data in the
appropriate fields.

Annual: Selecting this option automatically refreshes
the page, adding two fields for data entry. These
fields are RECs Purchased (MWh) and the
associated Purchased Cost ($). Enter the annual
data in these fields.
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Fiscal Year This field will already be automatically populated with
the current Fiscal Year.

Renewable Fuel | Using the provided drop-down menu, select the
Type option that most closely matches the type of
renewable energy fuel that the aforementioned
system is using.

Install/Service Enter the year in which the renewable energy system
Year that the site is purchasing RECs from was installed
or placed in service.

Source Zip Code | Enter the zip code in which the renewable energy
system that the site is purchasing green energy from
is located.

Siting Status Using the drop-down menu, select the siting option
that most accurately represents the renewable
energy system’s location. For each option, there are
two parts: the type of land the system is sited on
followed by the relationship of the site to the system.

Siting Status: |- Choose One - B3
— Choose One —

On Federal Land, On User Site

n Federal Land, Transmitted io User Site
On Federal Land, Hosted (Mot Transmitted to User Site
n Indian Land, On User Site

n Indian Land, Transmitted to User Site

On Indian Land, Hosted (Mot Transmitted to User Site)
MOT on Federal or Indian Land, Adjacent to Site

MNOT on Federal or Indian Land, Transmitted to Site

For part one: is the site on Federal land, Indian land,
or neither? Part two: is the system on the user’s site,
is power transmitted to the user’s site, is the system
hosted on the site (and transmitting power to
another), or is the system adjacent to the site?

Supplier/ Using the drop-down menu, select the organization
Contract With with which the site has an agreement for REC
purchase. Choose from the following options:’

U.S. Department of Energy 90 |Page
Sustainability Performance Office




Supplier/Contract

With: Choose One -

These options correspond to Bonneville Power
Administration, Defense Logistics Agency’s Defense
Energy Support Center, General Services
Administration, Tennessee Valley Authority, and
Western Area Power Administration. If the REC
purchases come from another source, select Other
and describe the situation in the Additional
Information field at the bottom of the page.

Is Multi-Year If REC purchases are being made under a multi-year
Contract? contract, select Yes. If not, select No.

If you select Yes, you must then enter the contract
start and end dates in the appropriate fields.

Energy Select the option that most accurately describes how
Intensity/End Use | the site wishes to categorize the energy intensity
Category goals for the data related to the RECs. The choices

are either Goal Subject or Excluded.

RECs Complete these fields by entering the total RECs
Purchased/Cost | purchased and their associated cost over the current
fiscal year.
HECj:uwr;?aEEd Purchased Cost ($)
Annual: | | |

Billing If the site renewables data has associated billing data, enter the reference
Reference information (billing numbers, etc.) in this field. Data entry into this field is
(Optional) optional.
Additional This space is provided for users to record important information that cannot
Information otherwise be input into the data entry form. Data entry for this field is optional.
(Optional)
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Save
Renewables
Data Button

This button enables the user to save data without submitting the entry for
review. This is a useful tool for the user to review their entries prior to final
submission. When this button is used, the data will be displayed in the right
hand panel of the screen. Please take a moment to verify the accuracy of this
data prior to clicking the “Complete Renewables” button below.

Prior to submission, please make sure to verify the accuracy of the data through
the QA/QC Module (See Section 5.2 for more information). Once you have

Complete confirmed the data, click on “Complete Renewables” to submit for review. There

Renewables . . . . y

Button is a pop-up window asking you if you are sure you want to submit the data. By
clicking Yes you will no longer be able to edit data without having your reviewer
reject the dataset.
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6.1.4. Green Buildings

This data category is currently under development and will not be functional for FY2014
reporting.

6.1.5. Metering

This data category is currently under development and will not be functional for FY 2014
reporting.

6.1.6. Building Inventory Change

This data category is currently under development and will not be functional for FY 2014
reporting.

U.S. Department of Energy 93| Page
Sustainability Performance Office




6.2.Vehicles & Equipment

Section 6.2 contains sustainability data reporting on the following categories: Non-Fleet
Vehicles & Equipment Fuel, Fugitives & Refrigerants, Fleet Vehicle Fuel, and Fleet Vehicle
Inventory use.

6.2.1. Non-Fleet Vehicles & Equipment Fuel

The Non-Fleet Vehicles & Equipment Fuel data category is focused on the types of fuels
consumed in sources not accounted for through FAST. Guidance on how to complete
the Non-Fleet Vehicles & Equipment Fuel entry form is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.

There are no entry options for this field because there are no
Category additional categories applicable except for Non-Fleet Vehicles &
Equipment Fuel.

Using the drop-down menu provided, select the type of Non-Fleet
vehicles for which data entry is required. The options are as follows:

Subcategory: | -- Choose a Subcategory — ﬂ

Aviation

Subcategory Generator

Landscaping Equipment
Other

If Other is selected, a field titled “Other Vehicles and Equipment” is
automatically generated below the Subcategory drop-down box. Use
this field to describe the activity that the fuel was used for.
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Fuel/Material

Select the type of fuel or material that was used to power the non-fleet
vehicle, using the drop-down menu. The options are as follows:

Fuel/Material: |- Choose a Fuel/Material — - |
— Choose a FuelMaterial —

Aviation Gas
Biodiesel - B100
Biodiesel - B20
Biodiesel - BS

Diesel

E-35

Ethanol

Gasoline

Jet Fuel

Kerosene-type Jet Fuel

Mavy Special
Other

Compressed Natural Gas (CNG)

Liguefied Matural Gas (LNG)
Liguefied Petroleum Gas (LPG)

If Other is selected, the Dashboard will automatically generate several
fields for the user to fill in manually. The fields that will come up are

described below:

Other

Enter what type of fuel (that is
not present in the drop-down
above) was used by the Non-
Fleet Vehicles or Equipment
here.

Other High Heat Value (HHV)

Enter the High Heat Value for
the Fuel/Material that was
entered in the “Other” field
above. Use the “Additional
Information” field to describe the
units entered for HHV

Other CO, Emission Factor
(kgCO/MMBLtuU)

Enter the CO, Emission Factor
(in kgCO, per MMBLtu) for the
Fuel/Material that was entered in
the “Other” field above.

Other CH, Emission Factor
(kgCH,/MMBLtu)

Enter the CH, Emission Factor
(in kgCH,4 per MMBtu) for the
Fuel/Material that was entered in
the “Other” field above.

Other N,O Emission Factor
(kgN,O/MMBtu)

Enter the N,O Emission Factor
for the Fuel/Material that was
entered in the “Other” field
above.
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Data Entry Period
Type

Select the type of period breakdown that the site will be using to enter
non-fleet vehicle data. The two options are as follows:

Data Entry '@’ Fiscal Year by Quarter
Period Type: Fiscal Year by Month

Fiscal Year by Quarter: When this option is selected, the Dashboard
automatically refreshes the page to add fields for each quarter’s non-
fleet vehicle fuel purchases and the associated quarterly cost in
thousands of dollars. Enter the amount of non-fleet vehicle fuel
purchased for each quarter and the costs in the applicable fields.

Fiscal Year by Month: When this option is selected, the Dashboard will
automatically refresh the page to add fields for each month’s totals in
non-fleet vehicle fuel purchases and the associated monthly cost of
those purchases in thousands of dollars. Enter the amount of non-fleet
vehicle fuel purchased in each month and the costs in the applicable
fields.

Fiscal Year The current fiscal year will automatically populate.
This field will automatically bring up the appropriate units for the
Usage Unit “Fuel/Material” that the user selects. For example, Aviation Gas must

be reported in thousands of gallons, while compressed natural gas
(CNG) must be reported in millions of BTUs.

Billing Reference

If the site non-fleet vehicle fuel data has associated billing information,
enter the reference information (billing numbers, etc.) in this field. Data
entry into this field is optional.

Additional
Information
(Optional)

This space is provided for users to record important information that
cannot otherwise be input into the data entry form. Data entry for this
field is optional.

Save Non-Fleet
Vehicles &
Equipment Data
Button

This button enables the user to save data without submitting the entry
for review. This is a useful tool for the user to review their entries prior
to final submission. When this button is used, the data will be
displayed in the in the right hand panel of the Data Entry Module
screen. Please take a moment to verify the accuracy of this data prior
to clicking the “Complete Non-Fleet Vehicles & Equipment” button
below.
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Complete Non-Fleet
Vehicles &
Equipment Button

Prior to submission, please make sure to verify the accuracy of the
data through the QA/QC Module (See Section 5.2 for more
information). Once you have confirmed the data, click on “Complete
Non-Fleet Vehicles & Equipment” to submit for review. There is a pop-
up window asking you if you are sure you want to submit the data. By
clicking Yes you will no longer be able to edit data without having your
reviewer reject the dataset.
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6.2.2. Fugitives & Refrigerants

The Fugitives & Refrigerants data category is focused on the site’s fugitive emissions
data and refrigerant use. Users should be prepared with information relating to the types
of refrigerants over the course of the year.

The process for recording Fugitives and Refrigerants use through the Data Entry Module
differs slightly from the CEDR. Through the CEDR, emission reporting was separated
under “Mixed Refrigerants”, “Fugitive Emissions”, and “Industrial Processes”. The
Dashboard records information solely by material type: mixed refrigerants (e.g. “R-*

materials), fluorinated gases (e.g. PFC, HFC, SFg), and other fugitives (e.g. CO,, CH,).

Site

Site name will automatically populate.

PSO

PSO will automatically populate.

Site #

Site Number (i.e., legacy EMS4 number) will automatically populate.

Category

Using the drop-down menu, select the type of Fugitives or Refrigerants
that the site is reporting. The three options for “Category” are shown
below:

Category: |— Choose One —

Mixed Refrigerants
Flucrinated Gases
Other Fugitives

Mixed Refrigerants: With this option selected, a new drop-down
menu for the “Material Type” field is automatically generated.

Category: | Mixed Refrigerants E

Material Type: |- Choose One —| =
— Choose One — %

Other
R-116
R-12
R-125
F-134a
R-14
R-143a
R-152a

m

Using this new menu, select the appropriate material that the site
wishes to report. When a “Material Type” is selected, the next field
(“Composition”) will automatically be filled with the appropriate
reporting units for that material.
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Category:
Material Type:

Fluorinated Gases |- |

— Choose One — -

— Choose One — -
Cither i
HFC-125
HFC-134
HFC-134a
HFZ-143
HFC-143a
HFC-152
HFC-152a
HFC-161
HFC-227ca
HFC-227e2a

m

Fluorinated Gases: With this option selected, a new drop-down
menu for the “Material Type” field is automatically generated.

Using this new menu, select the appropriate material that the site
wishes to report. When a “Material Type” is selected, the next field
(“Composition”) will automatically be filled with the appropriate
reporting units for that material.

Category:
Material Type:

Other Fugitives [~ |

— Choose COne —

— Choose One —

Carbon dioxide

Methane

Mitrous oxide
(Octafluorotetramethy-lene)hydroxymethyl group
2.2.3.3 3-pentafluoropropanal
Bis{trifluoromethyl}-methanol

Carbon Tetrachloride

HCFE-235daz (Isoflurane)

Methyl Chloroform

Mitrogen trifluoride

PFPMIE

Sevoflurane

Trifluoromethyl sulphur pentafluoride
HFE-253fb2

HFE-3585mcf3

HFF-3RAEmm1

Other Fugitives: With this option selected, a new drop-down menu
for the “Material Type” field is automatically generated.

m

Using this new menu, select the appropriate material that the site
wishes to report. When a “Material Type” is selected, the next field
(“Composition”) will automatically be filled with the appropriate
reporting units for that material.
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Other Enter the material being reported here. Only use this
Composition option if the “Material Type” the site must report is not

on the drop-down lists above

Composition | Enter the chemical composition of the material being
reported. For example: nitrous oxide would be
entered as N,O.

Global Enter the 100-year global warming potential of the

Warming material being reported.

Potential

(100 yr)

This field will contain the appropriate units for the “Category” and
“Material Type” selected in the fields above. There will be nothing
manually entered into this field, unless the Other option is selected
under “Material Type.” If Other is selected, the Dashboard will

generate the following fields:

Process Type

Using the drop-down menu provided, select the “Process Type” that
most accurately describes how the Fugitives and/or refrigerants are
being utilized by the site. The default Whole Site/Lab option should be
used if the fugitive emission is not associated with a specific process.

The options are as follows:

Process Type:

If Other is selected, a field titled “Other Process Type” is automatically
generated below the “Process Type” drop-down box. Use this field to

Whole Site/Lab

- Choose One -

Adipic Acid Production

Aluminum Production

Ammonia Production

Cement Production

Dry Ice Usage for Research Experniments
HCFC-22 Production

Heat Transfer Media

Indusirial Process Emissions (FFTRS)

Iron and Steel Production

Lime Production

Mitric Acid Production

Farticle Accelerators

Petroleum Storage Tanks

PHEMIX Experiment Detector Gas Purging
Pulp and Paper Production

R & D Activities

Feactive lon Etching

Refrigeration and Air Condition Equipment Manufacturing
Resitive Plate Chamber Production Gas Purging
Semiconductor Manufacturing

STAR Expernimental Run Detector Gas Purging
Tandem Accelerators Gas Transfers

Tandem Accelerators Insulating Gas Leaks
Whole Site/Lab

Other

describe the process.
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Data Entry Period
Type

Select the type of period breakdown that the site will be using to enter
fugitives data. The two options are as follows:

Data Entry Period
Type:

-- Choose One — E3

Fiscal Year
Calendar Year
3-¥ear Rolling Average

Fiscal Year: Enter the amount of Fugitives & Refrigerants used during
the Fiscal Year (October 1% through September 30™).

Calendar Year: Enter the amount of Fugitives & Refrigerants used
during the Calendar Year (January 1 through December 31%).
3-Year Rolling Average: Select this option if data entry will be using
site 3-year rolling average data.

Reporting Approach

Using the drop-down menu provided, select the preferred “Reporting
Approach.” Note that selecting each option will result in the Dashboard
reloading new reporting fields into the Data Entry Module. The user
can select from the following options:

Default: Selecting this option will present the user with the following
fields below that must be completed:

Quantity Enter the quantity of the Fugitives &
Purchased/Issued Refrigerants purchased or issued by
(Ibs) weight (pounds).

Quantity Returned
to Supply (Ibs)

Enter the quantity of the Fugitives &
Refrigerants Returned to Supply (in
pounds).

Cost ($, Optional) Enter the cost of the Fugitives &

Refrigerants in this field.

Simplified Material Balance: This “Reporting Approach” field enables
the user to enter site data based on the balance of Fugitive &
Refrigerant materials inventoried on site. Selecting this option will
result in the page automatically loading the following fields that must
be completed by the user:

Quantity in Storage
at beginning of
inventory year (Ibs)

Enter (in Ibs) the amount of Fugitives &
Refrigerants stored in site inventory at
the beginning of the inventory year.
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Quantity in storage
at end of inventory

Enter (in Ibs) the amount of Fugitives &
Refrigerants stored in site inventory at

year (Ibs) the end of the inventory year

Sum of all Enter (in Ibs) the total weight of all
refrigerant refrigerants acquired by the site over the
acquisitions (Ibs) year.

Sum of all Enter (in Ibs) the total weight of all
refrigerant refrigerants disbursed by the site over the

disbursements (Ibs)

year.

Total capacity of
refrigerant in
equipment at
beginning of
inventory year (Ibs)

Enter (in Ibs) the total amount of
refrigerant that can be stored in
equipment at the beginning of the
inventory year.

Total capacity of
refrigerant in
equipment at end of
year (Ibs)

Enter (in Ibs) the total amount of
refrigerant that can be stored in
equipment at the end of the inventory
year.

Cost ($, Optional)

Enter the cost of the Fugitives &
Refrigerants in this field.

Billing Reference

If the site fugitives & refrigerants data has associated billing
information, enter the reference information (billing numbers, etc.) in
this field. Data entry into this field is optional.

Additional
Information
(Optional)

This space is provided for users to record important information that

cannot otherwise be input into the data entry form. Data entry for this

field is optional.

Save Fugitives and
Refrigerants Data
Button

This button enables the user to save data without submitting the entry
for review. This is a useful tool for the user to review their entries prior

to final submission. When this button is used, the data will be
displayed in the right hand panel of the Data Entry Module screen.
Please take a moment to verify the accuracy of this data prior to

clicking the “Complete Fugitives" button below.

Complete Fugitives
and Refrigerants
Button

Prior to submission, please make sure to verify the accuracy of the
data through the QA/QC Module (See Section 5.2 for more
information). Once you have confirmed the data, click on “Complete
Fugitives and Refrigerants” to submit for review. There is a pop-up
window asking you if you are sure you want to submit the data. By
clicking Yes you will no longer be able to edit data without having your
reviewer reject the dataset.
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6.2

.3. Fleet Vehicle Fuel

The Fleet Vehicle Fuel data category provides a way to view fuel use data; however,
data entry must be performed through FAST, according to FAST guidelines. The

Dashboard will automatically upload current year FAST data as it becomes available.
This data can be manipulated by the user through the use of several filters that appear
above the data table. An example of this follows:

Fleet Vehicle Fuel (Data from FAST)
PSO: Site: Site # 1
Fleet Fleet Fiscal
Parent =l Name: [~] Year. 12014 [=] 2
EO- . Fuel Fuel Fuel Fuel GGE Fuel GHG
State Covered E:\(::nr':":tli?)n A:“u:[‘e d GFrl;fll hlI: ':r::a TF UEL Consumption Consumption Matural Conservation Cost Emissions 3I
Fuel P P P (GGE) (NU) Units Factor ($)  (MtCOZe)
. CNG gallons at
NS Mo Mone No Alternative |CNG 2400 2388 1,600 2400 psi 018 30 1.9106
. CNG gallons at
NS Mo Mone No Alternative |CNG 3000 473 2,100 3000 psi 0.225 30 31379
NS No None No Alternative|E-85 E&5 158 220 gallons 0.72 50 0.2110
I—I. = Please update historical and current data using the
boriy, EleclManniog 4 Federal Automotive Statistical Tool.

Each key section of the Fleet Vehicle Fuel Data Entry Module has been highlighted with
red and has been numbered to enable the explanation given below.

1.

2.

Site Information: These three fields provide site identifying information in the form of
“PSO”, “Site Name”, and “Site Number”.

Filters: There are three filters that enable the user to sort data. The first filter, “Fleet
Parent,” provides a drop-down menu that allows the user to select the agency or
office that controls the fleet of vehicles in question. The second filter, “Fleet Name,”
allows the user to select from a list of vehicle fleets associated with the user’s site
and credentials. The third filter allows the user to choose the “Fiscal Year.”

Data Table: Information entered under FAST will be displayed in this area.

Modify Fleet Mapping Button: Fleet names in FAST differ from site names for
sustainability. In 2009 the fleet names in FAST were mapped to match the main site
names. The fleet fuel data on this page reflects this adjusted mapping. If the fleet
names in the drop down filter are incorrect, a request may be submitted to change
the mapping.
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6.2.4. Fleet Vehicle Inventory

The Fleet Vehicle Inventory data category provides a way to view fleet vehicle inventory
data; however, data entry must be performed through FAST according to FAST
guidelines. The Dashboard will automatically upload current year FAST data as it
becomes available. This data can be manipulated by the user through the use of several
filters that appear above the data table. An example of this follows:

Fleet Venicle Inventory

PSO.

Site: Site #

Fleet Parent

[~ Fleet Name: [~ Fiscal Vear: |2015[+]

W

Report Type: | Select One —[ =]

Data Type: | Select One —[» ] Locale: | All ||

. i
State  Exemption  chrpory  Class

Vehicle  Weight  Vehicle  Vehicle  Vehicle  Fi
Class Type

uel  Fuel  Vehicle Armor  EISA 141 Exec.Fleet  Exec.Flest  Vehicle VAM LE ER N“'E';MSA AFvsr  Adency cl::\m #GSA-  #Total
Size  Type Config  State  Level  Designation Designation ~ Compliance ~ Exemption  Exemption  Vehicles?  Vehicles? 5 - | Leased  Vehicles
Vehicles? owneg  Leased

Modify Fieet Mapping

4

1. Site Information: These three fields provide site identifying information in the form of
“PSO”, “Site Name”, and “Site Number”.
2. Filters: There are six filters that enable the user to sort data.

a.

b.

oo

e.

f.

“Fleet Parent”: Provides a drop-down menu that allows the user to select the
agency or office that controls the fleet of vehicles in question.

“Fleet Name”: Allows the user to select from a list of vehicle fleets associated
with the user’s site and credentials.

“Fiscal Year”: Different fiscal years can be selected for data viewing.

“‘Report Type”: There are three options available from the drop-down menu
on this filter — Acquisition, Disposal, and Inventory. Acquisition reports show
vehicles acquired over the fiscal year. Disposal reports show vehicles
disposed of over the year. Inventory reports show the vehicle inventory for
the fleet/site selected.

“Data Type”: The drop down menu provides four options. Users can selected
Actual, Planned, Projected, or Forecast.

“Locale”: The location of the vehicle fleet is the subject of this filter. Data can
be refined by two options, either All or Domestic.

3. Data Table: Information entered under FAST will be displayed in this area.

4. Modify Fleet Mapping Button: Fleet names in FAST differe from site names for
sustainability. In 2009 the fleet names in FAST were mapped to main site names.
The fleet inventory data in this page is reflective of this mapping. If the fleet names
in the drop down filter is incorrect, this button can be used to modify mapping.
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6.3. Travel & Commute

Section 6.3 contains guidance for the Air Travel, Ground Travel, and Commute data

categories.

6.3.1. Air Travel

The Air Travel data category is primarily focused on the site’s use of air travel for
transportation and associated GHG emissions. Users should be prepared with data on
how many air miles travelled by their employees. Guidance on how to complete the Air
Travel entry form is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.

The field will already be populated with Business Air Travel, as there are no
Category . . .

other options for Categories under Air Travel.

This field will already be auto-populated with Jet Fuel, as there are no alternative
Fuel Type . .

options under Air Travel.
Fiscal Year | The current fiscal year will automatically populate.

Select the Federal option from the “Employee Type” drop-down menu if the user

intends to enter data for Federal employees.

Employee Choose Cne —
Type:
Federal

Employee Contractor
Type:
Federal When Federal is selected, the Dashboard will automatically generate the

following fields that must be completed prior to submission:
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Flight Type: GSA Travel MIS

GSA Organization Name

Using the drop-down menu, select the GSA
organization. If no data has been entered for
a Federal organization, select the No Federal
Organization Data Entered option.

Upload Date

This field will be automatically populated with
the date where the GSA data was last
uploaded by SPO.

Usage Amount

This field will be automatically populated with
data from the GSA GovTrip system.

Usage Unit

Data must be entered in Ibs CO,, so this field
cannot be changed.

Flight Type: User Entry

Short Haul (<300 miles)
Usage Amount

than 300 miles.

Enter the amount of miles logged by Federal
personnel for trips of a short duration: less

Medium Haul (300 miles < x
< 700 miles) Usalle
Am[Junt

Enter the amount of miles logged by Federal
personnel for trips of Medium duration
between 300 and 700 miles.

Long Haul (= 700 miles)
Usage Amount

than 700 miles.

Enter the amount of miles logged by Federal
personnel for trips of lond dur{tion: greater

Unknown Usage Amount

Enter the amount of miles logged by Federal
personnel for which the breakout by Short,
Medium, or Long Haul is unknown.

Employee
Type:

— Choose One —

— Choose One —
Federal
Contractor

Employee

Type:
Contractor

Select Contractor from the “Employee Type” drop-down menu if the user intends
to enter Air Travel data for Contracted employees.

When selected, the Dashboard will automatically generate the following fields
that must be completed prior to submission:

Contractor
Name/Designation
Flight Type: User Entry

Enter contractor’s identifying information.

Short Haul (<300 miles)
Usage Amount

Enter the amount of miles logged by
Contractor personnel for trips of a short
duration: less than 300 miles.
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Medium Haul (300 milds < x
< 700 miles) Usage Amount

Enter the amount of miles logged by
Contractor personnel for trips of Medium
duration between 300 and 700 milJes.

Long Haul (= 700 miles)
Usage Amount

Enter the amount of miles logged by
Contractor personnel for trips of long duration:
greater than 700 Oile[D.

Unknown Usage Amount Enter the amount of miles logged by Federal
personnel for which the breakout by Short,

Medium, or Long Haul is unknown.

Co§t (3, Enter the total cost of Business Air Travel if data is available.
Optional)
Billing If site air travel data has associated billing data, enter the reference information
Reference - T P .
. (billing numbers, etc.) in this field. Data entry for this field is optional.
(Optional)
ﬁ\?grlx)e;?cln This space is provided for users to record important information that cannot
X otherwise be input into the data entry form. Data entry for this field is optional.
(Optional)
This button enables the user to save data without submitting the entry for review.
Save Air This is a useful tool for the user to review their entries prior to final submission.
Travel Data | When this button is used, the data will be displayed in the right hand panel of the
Button Data Entry Module screen. Please take a moment to verify the accuracy of this
data prior to clicking “Complete Business Air Travel.
Prior to submission, please make sure to verify the accuracy of the data through
Complete the QA/QC Module (See Section 5.2 for more information). Once you have
Business Air | confirmed the data, click “Complete Business Air Travel” to submit for review.
Travel There is a pop-up window asking you if you are sure you want to submit the
Button data. By clicking Yes you will no longer be able to edit data without having your

reviewer reject the dataset.
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6.3.2. Ground Travel

The Ground Travel data category is primarily focused on the site’s use of ground travel
for transportation and associated GHG emissions. Users should be prepared with
ground travel mileage and fuel efficiency data. Guidance for completing the Ground
Travel data category is provided below.

Site Site name will automatically populate.

PSO PSO will automatically populate.

Site # Site Number (i.e., legacy EMS4 number) will automatically populate.

Category The field will already be populated with Business Ground Travel, as there are no

other options for Categories under Ground Travel.

Fiscal Year | The current fiscal year will automatically populate.

If data entry is required for Federal personnel, select Federal from the “Employee
Type” drop-down menu. When selected, the Dashboard will automatically update to
produce the following fields that must be completed prior to submission:

GSA Enter the GSA organization name.

Organization

Name

Reporting The user will be presented with the following options
Methodologies with checkboxes. If selected, each box will cause the

Dashboard to automatically update and present the user
with the appropriate fields for data entry for each type of
Employee ground travel.

Type:

Federal [T GSA Travel MIS

[ Rental and Mass
Reporting & L
Methodologies: Rental, Personal, Taxi Miles by Fuel Type

["| rental and Personal Vehicle Mileage by Class
["| Rental Direct Fuel Purchase

GSA Travel MIS: When this box is selected, the data
entry fields shown on the following page automatically
appear. For this data entry option, enter (in total miles
traveled) the cumulative Federal business miles traveled
using ground transportation.
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Methodology: GSA Travel MIS

Usage Unit: Total Miles Traveled

Federal Usage:

Rental and Mass: When this box is selected, the data
entry fields shown below automatically appear. For this
data entry option, use the first column to enter the total
number of agency/business ground travel trips for each
classification of transportation. In the second column,
enter the average number per trip for each
classification. If the average miles per trip is unknown,
click the “Check for Default” box to populate the default
miles per trip.

Rental and Mass Transit Number of Business

Methodology: Trips by Fuel Type

Average Miles per
Trip
[Tl check for Default

Mumber of Agency

Usage Unit Business Trip

Passenger
Car
{Gasoline):

SUV or Truck
{Gasoline):

SUV or Truck
(Diesel):

Bus {Diesel):

Commuter
Rail {Diesel).

Intercity Rail
(Diesel):

Metro/Transit
Rail
(Electric):

Rental, Personal, Taxi Miles, by Fuel Type: When this
box is selected, the data entry fields shown below
automatically appear. For this data entry option, enter
(in total miles traveled) the cumulative Federal business
miles traveled using ground transportation, broken
down into three separate classifications of fuel type.

Rental, Personal, Taxi Miles by Fuel

Methodology: Type

Usage Unit: Total Miles Traveled

Passenger Car
(Gasoline):

SUV or Truck
(Gasoline):

SUV or Truck (Diesel):

U.S. Department of Energy
Sustainability Performance Office

109 |Page




Rental and Personal Vehicle Mileage by Class: When
this box is selected, the data entry fields shown below
automatically appear. For this data entry option, enter
(in total miles traveled) the cumulative Federal business
miles traveled using each classification of vehicle.

Rental and Personal

Methodology: Vehicle Mileage by Class

Usage Unit: | Mileage by Vehicle Type

Economy
(Gasoline):

Compact
(Gasoline):

Midsize
(Gasoline):

Full Size
(Gasoline):

Luxury
(Gasoline):

Minivan/\Wagon
(Gasoline):

Small SUW
(Gasoling):

Medium SUV
(Gasoline):

Large SUV
(Gasoline):

Passenger Van
(Gasoline):

142 Ton Pickup
(Gasoline):

Unknown
(Gasoline):

Rental Direct Fuel Purchase: This data entry option
allows the user to report the amount of fuel purchased
for site business travel and the average number of miles
that vehicles travel per trip. When this box is selected,
the fields shown on the following page will automatically
appear for user data entry. In the left hand column,
enter the total quantity of fuel purchased for each
vehicle classification. In the right hand column, enter
the average miles per gallon of each of these vehicle
classes used for Federal business transport.
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Methodology:

Usage Unit:

Rental Direct Fuel Purchase

Total Quantity Fuel
Purchased

Average Miles per
Gallon

[Tl check for Default

Passenger
Car
(Gasoline):

SUV or Truck
(Gasoline):

SUV or Truck
{Diesel):

Employee

Type:
Contractor

If data entry is required for Contracted personnel, select the Contractor from the
“Employee Type” drop-down menu:

Employee Type: | Contractor

[=]

— Choose One —

Federal

Contractor

When selected, the Dashboard will automatically update to produce the following
fields that must be completed prior to submission:

Contractor Enter the name of the contractor or the contractor
Name/Designation | designation.

Reporting Rental and Mass Transit Number of Business Trips by Fuel
Methodologies: Type: When this box is selected, the table below is produced

for data entry. In the left column, please enter the total
number of trips made for the year for each type of vehicle
(passenger car, SUV or truck, etc.). In the second column,
enter the average mileage per trip for the corresponding
vehicle type. If the miles per trip value is unknown, click the
“Check for Default” box to populate it with default values.

Methodology:

Usage Unit:

Rental and Mass Transit Number of Business
Trips by Fuel Type

Number of Agency
Business Trip

Average Miles per
Trip

[T check for Default

Passenger
Car
(Gasoline):

SUV or Truck
(Gasoling):

SUV or Truck
{Diesel):

Bus {Diesel):

Commuter
Rail {Diesel):

Intercity Rail
{Diesel):

Metro/Transit
Rail
{Electric):
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Rental, Personal, Taxi Miles by Fuel Type : When selecting
this option, the table below is automatically generated. Enter
the total amount of miles traveled for each vehicle/fuel
combination as appropriate.

Rental, Personal, Taxi Miles by Fuel

Methodology: Type

LIsage Unit: Total Miles Traveled

Passenger Car
{Gasoline).

SUV or Truck
{Gasoline):

SUV or Truck (Diesel):

Rental and Personal Vehicle Mileage by Class : By selecting
this option, the following table is automatically generated.
Enter the total mileage for each vehicle/fuel combination as
appropriate.

Rental and Personal Vehicle Mileage

Methodology: by Class

Usage Unit- Mileage by Vehicle Type

Economy (Gasoline):

Compact (Gasaling):

Midsize (Gasoline):

Full Size (Gasoline):

Luzxury (Gasaline):

Minivan/\Wagon
(Gasaline):

Small SUV (Gasoline):

Medium SUWV
(Gasaoline):

Large SUV (Gasoline):

Passenger Van
(Gasaline):

1/2 Ton Pickup
(Gasaoline):

Unknown (Gasaline):
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Rental Direct Fuel Purchase: When selecting this option
under “Reporting Methodologies,” the following table is
produced. Enter the total quantity of fuel purchased for each
vehicle/fuel combination in gallons in the left column. In the
right column, enter the calculated fuel efficiency of these
vehicles in miles per gallon. If the average miles per gallon is
unknown, click the “Check for Default” box to populate the
column with the default miles per gallon.

Methodology: Rental Direct Fuel Purchase
Usage Unit: Total Quantity Fuel hvera%gll;u;i:‘es ad
Purchased ] Check for Default
Passenger
Car
(Gasoline):
SUV or Truck
(Gasoline):
SUWV or Truck
(Diesel):
Cost ($, . . ) )
. Enter the total cost of Business Ground Travel if data is available.
Optional)
Billing If site ground travel data has associated billing data, enter the reference information
Reference - ST g ;
i (billing numbers, etc.) in this field. Data entry for this field is optional.
(Optional)
Addltlongl This space is provided for users to record important information that cannot
Information . : . PR .
. otherwise be input into the data entry form. Data entry for this field is optional.
(Optional)
Save This button enables the user to save data without submitting the entry for review.
Ground This is a useful tool for the user to review their entries prior to final submission. When
Travel this button is used, the data will be displayed in the right hand panel of the Data
Data Entry Module screen. Please take a moment to verify the accuracy of this data prior
Button to clicking the “Complete Business Ground Travel“ button.
Combplete Prior to submission, please make sure to verify the accuracy of the data through the
P QA/QC Module (See Section 5.2 for more information). Once you have confirmed
Business . N . » " : .
Ground the data, pllck on Cpmpletg Business Ground Travel” to supmlt for review. Thgre is a
Travel pop-up window asking you if you are sure you want to submit the data. By clicking
Button Yes you will no longer be able to edit data without having your reviewer reject the
dataset.
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6.3.3. Commute

The Commute data category is primarily focused on the site personnel commuting
habits. Users should be prepared with commuting data for their sites, including miles
traveled and mode of transportation. Guidance on how to complete the Commute entry
form is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.
C The field will already be populated with Commuter Travel, as there are
ategory " : .
no additional data entry options for this page.
Fiscal Year The current fiscal year will automatically populate.

Frequency of

Using the drop-down menu provided, select the option that most
accurately describes the site’s commuter data collection frequency.
The options are as follows:

Frequency of

Monthly
Cluarterly
Bi-Annually
Enter a custom name for the data being entered. One potential use
Name/Desianation for this field is if commute data for multiple contractors is being entered
9 and the user wishes to enter them separately rather than aggregate in
a single entry.
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Employee Type

Using the drop-down menu provided, select the personnel breakdown
for how data will be entered for the site. If Federal employee data is to
be entered only (or separately), or if contractor data must be entered
separately, select either one of those options. If both Federal and
contractor data is to be entered together, pick the combined option.

Employee Type: Combined Federal & Contractor ﬂ
Combined Federal & Conftractor

Federal
Contractor

Reporting
Methodologies:
Single Occupant,
Personally Owned
Vehicle

The Reporting Methodologies section presents the user with four
checkboxes that each allow for different types of data entry. The user
should only select the boxes for which they wish to enter data. These
boxes will appear as in the image below:

0 Single Occupant, Personally Cwned Vehicle
Feporting ] carvan Pool
Methodologies: [ Mass Transit
("] Human Powered

When the Single Occupant, Personally Owned Vehicle box is selected,
the following table will be generated for data entry. In the left column,
please enter the total number of miles driven per day for each type of
vehicle (passenger car, SUV or truck, etc.). In the second column,
enter the average commute days per year for the corresponding
vehicle/fuel combination. The “Check for Default” box automatically
populates the “Average Commute Days per Year” column with default
values.
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Methodalogy:

Usage Unit:

Single Occupant, Personally Owned Vehicle

Average Commute
Days per Year for
Method

[l check for Default

Combined Miles per
Day by all Employees

Passenger
Car
(Gasoline):

Passenger
Car (Diesel):

Fassenger
Car (Hybrid):

SUV or Truck
(Gasoline):

SUV or Truck
(Diesel):

SUN or Truck
(Hybrid):

Maotarcycle
(Gasoline):

Reporting
Methodologies:
Car/Van Pool

When the Car/Van Pool box is checked, the following fields are
automatically generated. Enter the total amount of miles traveled per
day in the left column, and the average commute days per year in the
right column for each vehicle/fuel combination as appropriate. The
“Check for Default” box automatically populates the “Average
Commute Days per Year” column with default values.

Methodaology:

Usage Unit:

Car/Van Pool

Average Commute
Days per Year for
Method

["| Check for Default

Combined Miles per
Day by all Employees

Car Pool
(Gasoline):

Wan Pool
(Gasoline):
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Reporting

Methodologies:

Mass Transit

By selecting Mass Transit as one of the “Reporting Methodologies,”
the table that follows is automatically generated. Enter the total
mileage for each transportation type/fuel combination as appropriate in
the left column. In the right column, enter the average commute days
per year that method of Mass Transit is used. The “Check for Default”
box automatically populates the “Average Commute Days per Year”
column with default values.

Methodology: Mass Transit

Average Commute
Combined Miles per Days per Year for
Day by all Employees Method

"l Check for Default

Usage Unit:

Bus (Diesel):

Commuter
Rail (Diesel):

Intercity Rail
(Dieszel):

Metro/Transit
Rail
{Electric):

Reporting

Methodologies:
Human Powered

By checking the Human Powered box under “Reporting
Methodologies,” the table shown below is automatically generated.
Enter total miles traveled per day by all employees in the left column
for both Walking and Cycling. In the right column, enter the average
commute days per year for the corresponding transportation mode.
The “Check for Default” box automatically populates the “Average
Commute Days per Year” column with default values.

Methodology: Human Powered
Average Commute
. Combined Miles per Days per Year for
Usage Unit Day by all Employees Method
["I check for Default
Walking:
Cycling:
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Collection Method The preferred method of data collection is through an employee
survey on commuting habits. If that is not an available option at your
site, other methods could include parking lot audits or employee HR
records (e.g. using zip code to estimate travel distance).

Additional This space is provided for users to record important information that
Information cannot otherwise be input into the data entry form. Data entry for this
(Optional) field is optional.

Save Employee This button enables the user to save data without submitting the entry
Commute Data for review. This is a useful tool for the user to review their entries prior
Button to final submission. When this button is used, the data will be

displayed in the right hand panel of the Data Entry Module screen.
Please take a moment to verify the accuracy of this data prior to
clicking the “Complete Employee Commuting.”

Complete Employee | Prior to submission, please make sure to verify the accuracy of the
Commuting Button data through the QA/QC Module (See Section 5.2 for more
information). Once you have confirmed the data, click “Complete
Employee Commuting” to submit for review. There is a pop-up window
asking you if you are sure you want to submit the data. By clicking Yes
you will no longer be able to edit data without having your reviewer
reject the dataset.
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6.4.Waste

Waste related sustainability data includes categories for Municipal Solid Waste, Waste
Diversion, and Wastewater Treatment.

6.4.1. Municipal Solid Waste

The Landfill & Municipal Solid Waste data category is primarily focused on the site’s
diffusion of waste to waste facilities and landfills. Users should be prepared with data on
how wastes were disposed of, where that waste was sent, and the gas collection
processes of those sites (if applicable). Guidance for completing the Landfills &
Municipal Solid Waste data category is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # : : . .
Site Number (i.e., legacy EMS4 number) will automatically populate.
Using the drop-down menu, select whether the data is for On-Site waste, or
for Off-Site/Contracted waste. The Dashboard will automatically update the
fields and generate the appropriate fields needed to complete the
“Category.”
Category: | On-Site E3
On-Site
Off-Site/Contracted
Off Site/Contracted
For this selection, the following fields will be generated and must be
Category completed:
Data Entry The only option for this field is Fiscal Year, so it will be
Period Type | already populated without any additional options.
Fiscal Year | The current Fiscal Year will automatically be entered in
the field.
Landfill
Name/ Enter the name of the landfill to which waste was
Designation | directed.
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Amount of Enter the total weight of the waste sent to the landfill.
Waste Sent | Ensure that the appropriate units are selected from the
to Landfill drop-down box in the “Waste Units” field.

Waste Units | For the waste amount entered in the field above, use the
drop-down menu to select the appropriate units that the
site is using to report this data. The options are as

follows:
Waste Units: | Metric Tons | |
Metric Tons
Short Tons
Was this Using the drop-down menu, select either Yes or No.
waste sent Yes: If the waste was sent to a landfill owned by another
to a landfill DOE site, select a site from the drop-down menu, “Which
owned by site was the waste sent to?” The drop-down list options
another are shown below:
DOE site?
Which site was the
waste sentfo? Choose One — E2
— Choose One —
Mational Energy Technology Laboratory - Morgantown Office
Mational Energy Technology Laboratory - Pittsburgh Office
Other
Rocky Mountain Cilfield Testing Center
Strategic Pefroleum Reserve - Bayou Choctaw Facility
Sirategic Pefroleumn Reserve - Big Hill Facility
Strategic Petroleum Reserve - Bryan Mound Facility
Strategic Pefroleum Reserve - New Orleans Facility
Strategic Pefroleum Reserve - 5t James Facility
Strategic Petroleum Reserve - Weeks |sland Facility
Sirategic Pefroleumn Reserve - West Hackberry Facility
No: If the waste was not sent to a landfill owned by
another DOE site, select No from the drop down menu.
The user must then respond to the question presented in
the next field: “Do you know the properties of the landfill
and its generated gas from your waste contractor?” No is
the default answer to this question. However, if Yes is
selected, you will be required to fill in the following table:
U.S. Department of Energy 120 | Page

Sustainability Performance Office




Does the landfil
utilize gas | Yes (=]
collection?

Uncontrolled
Release of CH4 &0 %

(%)

Uncontrolled
Release of CO2 100 %

(%s):

MMethatropic
Cixidation Factor 10 %

(%):

Landfill Gas

Collection 75 %
Efficiency (%)

Landfill Gas
ICollection Yenting 1 %
Loss (%):

Combustion
Cixidation Factor 99 %
(%)

The user will be required to enter the gas collection
percentages of several key gases of the landfill in
guestion. Enter the information requested in the fields
shown above (highlighted in red) to complete this section.

On-Site

completed:

For this selection, the following fields will be generated and must be

Data Entry
Period Type

The only option for this field is Fiscal Year, so it will be
already populated without any additional options.

Fiscal Year

The current Fiscal Year will automatically be entered in
the field.

Landfill Name/
Designation

Enter the name of the landfill to which waste was
directed.

Data Entry
Method

LandGEM (Landfill Gas Emissions Model) data is
required for this Category. The drop-down menu for this
field gives the user the option to enter the LandGEM
data manually, or upload a LandGEM XLS File. If the
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upload option is selected, a data upload field is
automatically generated, as shown below.

Data Entry
Method:

Upload LandGEM
XLS File: [ Confirm Upload ]

Upload LandGEM XLS File E|

The upload module is set up to record the necessary
values from the default file from EPA, and may not
record the proper values if rows or columns have been
added to EPA’s default file.

If Manually Enter LandGEM Data is selected, then the
user will be required to fill out the remainder of the fields
on the Data Entry Module.

Amount of
Waste Sent to
Landfill

Enter the total weight of the waste sent to the landfill.
Ensure that the appropriate units are selected from the
drop-down box in the field below.

Waste Units

For the waste amount entered in the field above, use
the drop-down menu to select the appropriate units that
the site is using to report this data. The options are as
follows:

Waste Units: | Metric Tons | |
Metric Tons
Short Tons

Landfill Open
Year

Enter the four digit year in which the landfill was
opened.

Landfill Close
Year

Enter the four digit year in which the landfill was closed
(if applicable).

LandGEM
Generated
CH,4 (Mglyear)

Enter the amount of methane (measured in Mg per
year) that was generated by the aforementioned landfill.

LandGEM
Generated
CO, (Mglyear)

Enter the amount of carbon dioxide (measured in Mg
per year) that was generated by the aforementioned
landfill.
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Does the If waste was accepted from another DOE site, select
entered value | Yes from the drop-down menu. If not, select No. When
include waste | an option is selected from this menu, the page will
that was automatically update to generate the fields necessary
accepted from | for data completion. When the Yes option is selected,
another DOE | the following fields appear:

site?
How much of this

waste is attributed
solely to your site?

Waste Units:

Enter the amount (in Metric Tons, as the second field
units cannot be changed) of the waste reported above
that is attributed solely to the user’s site.

If the No option is selected, the above fields will not
appear.

Using the drop-down menu, select the option that most accurately
describes the landfill's gas collection status. If the landfill utilizes gas
collection, select Yes. If not, select No. If uncertain, pick Unsure (Default).
When an option is selected from this menu, the page will automatically
refresh to generate the fields necessary for data entry completion.

Does the Landfill Does the landfill
utilize gas utilize gas | Unsure (Default) |« |
collection? erlll=Iwile POl | insure (Default)

Yes
Mo

Note that when any of the options are selected, the Dashboard displays the
required fields for completion. If Unsure (Default) is selected, the following
fields appear:
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Does the landfill

collection?

Uncontrolled
Release of CH4 50
(%s):

Unconirolled
Release of CO2
(%)
Methotropic
Cxidation Factor
(%)
Landfill Gas
Collection |75
Efficiency (%)

Landiill Gas
Collection Venting
Loss (%)

Combustion
Crxidation Factor |25
(%)

below:

Does the landfil
utilize gas | Yes
collection?

Uncontrolled
Release of CH4 50
(%):
Uncontrolled
Release of CO2 100
(%):

Methotropic
Oxidation Factor 10

(%)

Landfill Gas
Collection 75

Efficiency (%):

Landfill Gas
ollection Venting 1
Loss (%):

Combustion

Crxidation Factor 99
LA

[=]

utilize gas | Unsure (Default}E|

%

%

%

%

%

%

%

%

%%

%

%%

%

Note that these fields have their entries in gray, so ho changes can be
made. These are the default settings for the following fields.

If Yes is selected, the site will enable the user to make changes, as shown
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Uncontrolled
Release of CH,
(%)

Enter % (by volume) of CH,4 lost in
uncontrolled and enter information on how it
was obtained in the “Additional Information”
field.

Uncontrolled
Release of CO,
(%)

Enter % (by volume) of CO, lost in
uncontrolled and enter information on how it
was obtained in the “Additional Information”
field.

Venting Loss (%)

Methotropic Enter the methotropic bacteria oxidation
Oxidation Factor | factor and enter information on how it was
(%) obtained in “Additional Information” field.
Landfill Gas Enter an efficiency of the gas collection
Collection system and enter information on how it was
Efficiency (%) obtained in “Additional Information” field.
L . Enter an efficiency of the venting losses of the
andfill Gas . . )
Collection gas collection system and enter information

on how it was obtained in “Additional
Information” field.

Combustion
Oxidation Factor
(%)

Enter the combustion oxidation factor and
enter information on how it was obtained in
“Additional Information” field.

The fields above are advanced data entry fields, and require data from the
landfill operator to be completed. If you have not requested this data from
the landfill operator or the landfill operator does not know this information,
leave the default values in place.

If the user selects No from the drop-down menu, the following fields

appear:

Does the landfill

utilize gas |MNo

collection?

Uncontrolled
Release of CH4
(%)
Uncontrolled

Relsase of CO2
(%)

(=]
%

%

These fields are automatically calculated and cannot be changed.

Additional
Information
(Optional)

This space is provided for users to record important information that cannot
otherwise be input into the data entry form. Data entry for this field is

optional.
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Save Municipal
Solid Waste Data
Button

This button enables the user to save data without submitting the entry for
review. This is a useful tool for the user to review their entries prior to final
submission. When this button is used, the data will be displayed in the right
hand panel of the Data Entry Module screen. Please take a moment to
verify the accuracy of this data prior to clicking the “Complete On-Site
Landfills and MSW Facilities.”

Complete
Municipal Solid
Waste Button

Prior to submission, please make sure to verify the accuracy of the data
through the QA/QC Module (See Section 5.2 for more information). Once
you have confirmed the data, click “Complete Municipal Solid Waste” to
submit for review. There is a pop-up window asking you if you are sure you
want to submit the data. By clicking Yes you will no longer be able to edit
data without having your reviewer reject the dataset.
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6.4.2. Waste Diversion

The Waste Diversion data category is primarily focused on the diversion of MSW and
Construction & Demolition wastes from the user’s site to landfills or other waste facilities.
The facilities considered here can be on- or off-site. Users should be prepared with data
on how much waste was dispersed, including how much was sent through recycling on
composting processes. Guidance on how to complete the Waste Diversion data
category is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.

Category: Municipal
Solid Waste

The drop-down menu for Category has two options: Municipal Solid
Waste and Construction & Demolition. Each option has a different set of
sub-fields that will appear after the user selects their category. For
Municipal Solid Waste, the following fields will appear:

Data Entry Period
Type

This field will be already populated with Fiscal
Year, as it is the required period type.

Fiscal Year

The current Fiscal Year will automatically be
entered into this field.

Waste Sent to Off-
Site Landfills (Metric
Tons)

This value comes from your MSW Off-Site
section data, and will be automatically
generated here (if MSW data entry is
complete).

Waste Sent to On-
Site Landfills (Metric
Tons)

This value comes from your MSW On-Site
section data, and will be automatically
generated here (if MSW data entry is
complete).

WTE

Enter the total amount of MSW that was sent
to a Waste to Energy (WTE) facility. For the
purposes of Federal goals, this waste is not
considered diverted.
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Recycled

Enter the amount of MSW that was recycled.

On-Site Composting

Enter the total amount of MSW that was used
for On-Site composting.

Off-site Composting

Enter the total amount of MSW that was used
for Off-Site composting.

Other Diversion

Enter the total amount of MSW that was
diverted for other reasons or purposes. Use
the “Additional Information” field at the bottom
to provide a description of the diversion(s).

Choose Units

For WTE, On/Off-Site Composting, and Other
Diversion, enter the units in which the
amounts are being reported. Options for units
are Short Tons or Metric Tons.

are as follows:

The fields that are generated for the Construction & Demolition Category

Data Entry Period
Type

This field will be automatically populated with
Fiscal Year, as it is the required period type.

Fiscal Year

The current fiscal year will automatically be
entered into this field.

Enter the amount of C&D waste sent to
landfills over this Fiscal Year. (Units are
selected from drop-down menu below).

Category:
Construction & C&D Waste Sent to
Demolition Landfills
C&D Waste
Recycled

Enter the amount of C&D recycling for this
Fiscal Year. (Units are selected from drop-
down menu below).

C&D Waste Other
Diverted

Enter the amount of diverted C&D waste that
was produced over the current Fiscal Year.
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Choose Units Select the units from the drop-down menu that
are being used reporting the C&D waste
amounts above. The options are Metric Tons
or Short Tons.

Additional
Information
(Optional)

This space is provided for users to record important information that
cannot otherwise be input into the data entry form. Data entry for this
field is optional.

Save Diversion Data
Button

This button enables the user to save data without submitting the entry
for review. This is a useful tool for the user to review their entries prior to
final submission. When this button is used, the data will be displayed in
the right hand panel of the Data Entry Module screen.

Please take a moment to verify the accuracy of this data prior to clicking
“Complete Diversion.”

Complete Diversion
Button

Prior to submission, please make sure to verify the accuracy of the data
through the QA/QC Module (See Section 5.2 for more information).
Once you have confirmed the data, click “Complete Diversion” to submit
for review. There is a pop-up window asking you if you are sure you
want to submit the data. By clicking Yes you will no longer be able to
edit data without having your reviewer reject the dataset.
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6.4.3. Wastewater Treatment

The Wastewater Treatment data category is primarily focused on data collection for site
personnel who are served by wastewater treatment (WWT) processes. The user should
be prepared with a complete assessment on how wastewater is treated at WWT facilities
and be able to calculate how many (or what percentage) of the site’s personnel are
impacted by each. Guidance on how to complete the Wastewater Treatment data
category is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.

Data Entry Period
Type

This field is already populated, as Fiscal Year is the required reporting
period type.

Fiscal Year

The current fiscal year will automatically populate.

Plant
Name/Designation

Enter the name or designated title of the waste water treatment plant
for which data is being entered.

If the user’s site has on-site waste water treatment facilities, use the
Category drop-down menu to select On-Site. The Dashboard refreshes
the page to add/remove fields necessary for completing data entry.
Once the fields have updated, fill in the following fields:

Number of Use this field to enter the total number of employees
Employees serviced by the wastewater treatment system
Served by (WWT) that is on-site.
WWT System
Category: On-Site Workdays per | The number “230” is automatically entered here, as
year this is the default value for Federal workdays. If your
site has any deviation from this value, delete the
default entry and enter the appropriate number of
workdays.
How would Using the drop-down menu, select how you would
you like to like to enter the WWT data. The two options are as
enter the follows:
treatment
process
breakdown?
U.S. Department of Energy 130 | Page

Sustainability Performance Office




How would you like to

enter the treatment |Fersons Served E3
process breakdown’? Faley e i
Percentage of Population Served

Centralized WWTP with
Anaerobic Digestion:

Centralized WWTP with
Mitrification/Denitrification:

Centralized WWTP
without
Mitrification/Denitrification:

Effluent Discharge to
Rivers and Estuaries with
Mitrification/Denitrification:

Effluent Discharge to
Rivers and Estuaries
without
Mitrification/Denitrification:

Wastewater Treatment

Lagoons:

Septic Systems

0 (zero).

Site WWT data can be entered by total persons served or by the
percentage of the total population. When each option is selected, the
data entry fields beneath the drop-down menu are switched.

When Persons Served is selected, note that the fields beneath the
column heading “People Served” are open for data entry and the fields
under the column heading “Percentage of Population Served” are
locked. For each field, enter the number of site personnel who are
serviced by the WWT system listed. If one of these options is not
present at the site, enter O (zero):

%

%

%

%

%

When the drop-down menu is switched to Percentage of Population
Served, the fields are switched. The “People Served” fields are locked
while the “Percentage of Population Served” fields are unlocked and
ready for data entry. For each field, enter the percentage of the site
population that is serviced by each type of WWT system. If one of
these technologies is not present at the site or is not being used, enter

Percentage of

Population Served People Served
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If the user’s site does not have on-site wastewater treatment facilities,
and has wastewater treated by an off-site and/or by a contractor, use
the Category drop-down menu to select Off-Site/Contracted. The
Dashboard refreshes the page to add/remove fields necessary for
completing data entry. Once the fields have updated, fill in the
following fields:

Number of Use this field to enter the total number of
Employees employees serviced by the wastewater treatment
Served by system (WWT) that is on-site.

WWT System

Workdays per | The number 230 is automatically entered here, as
year this is the default value for Federal workdays. If

your site has any deviation from this value, delete
the default entry and enter the number of
workdays that the site requires.

What Using the drop-down menu, select the way in
treatment which you would like to report treatment process
processes are | data. Explanations of the three available options
used? are provided below.

What treatment

Unsure {Default)

processes are used?
Category: Off-

Site/Contracted Partial Manual (Advanced)

Full Manual {Advanced)

The “Unsure (Default)” value has historically been
used by the vast majority of DOE sites.

When each respective option is selected, the data entry fields below
this drop-down box will be automatically updated to present the user
with the fields required for completion.

¥What treatment
processes ars used?

Diefa
Partial Manual [Advanced)
Full Manual {Advanced)

Unsure:

If you are uncertain about what WWT processes are being used by the
off-site/contracted facility, select this option. All the fields shown below
will be locked with this option, as the data required is based on the
types of processes used. Unsure is the default option for this menu.

Partial Manual (Advanced):

When this option is selected from the drop-down menu, the Dashboard
automatically generates the required fields for data entry. Because this
is a partial manual entry method, only some of the fields presented to
the user will need to be completed. Once Partial Manual (Advanced) is
selected, the next field will be as follows:
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What treatment

processes are used? | arial Manual (Advanced)| - |

How would you like to
enter the treatment | Persons Served E2
process breakdown? Falteer iehe gt
Percentage of Population Served

As described above, select whether you would like to enter site data
based on the number of site personnel serviced by the WWT facility, or
by the percentage of the site population that is serviced by each
process type. This option will also cause the fields below to update,
presenting the user with the following fields for data entry:

Percentage of

Population Served People Served

Centralized WWTP with
Anaerobic Digestion: g4

Centralized WWTP with
Nitrification/Denitrification: g

Centralized WWTP
without L
Mitrification/Denitrification: 7

Effluent Discharge to
Rivers and Estuaries with L
Mitrification/Denitrification: 7

Effluent Discharge to

Rivers and Estuaries
without gy

Mitrification/Denitrification:

Wastewater Treatment
Lagoons: o

If the user selects People Served from the drop-down menu, then the
fields for entry will be limited to the two indicated in red above. The
user must then enter the number of people served by WWTP with
nitrification/denitrification, and by WWT lagoons. If the user selects
Percentage of Population Served instead, the fields will flip, requiring
the user to enter site population percentage data for WWTP with
nitrification/denitrification and WWT lagoons.

Full Manual (Advanced):

This option opens up all the fields shown below for data entry, hence
the name Full Manual (Advanced). After selected, the user will be
presented with the option for WWT process breakdown:

How would you like to
enter the treatment | Percentage of Population Served E|

process breakdown? [Persons Served
Percentage of Population Served
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Each option will either open or lock the fields shown below for WWT
processes and the numbers of site personnel served by them. In the
image shown below, the “Percentage of Population Served” option is
chosen, which opens up all process type fields for the user to enter
data:

Percentage of

Population Served People Served

Centralized WWTP withy 100
Anaerobic Digestion:| o

Centralized WWTP with| 36.5
Mitrification/Denitrificationz)] o

Centralized WWTP
withouty ;33'5
Nitrification/Denitrification:] *®

Effluent Discharge tul 365
Rivers and Estuaries with L :
Nitrification/Denitrification:] ¢

Effluent Discharge to
Rivers and Estuariesll 635
without] g

Mitrification/Denitrification:

Wastewater Treatment] 0
Lagoons] o

Default values for these process types are automatically generated.
The user must enter site-specific values in the fields in red above. If
the People Served option is selected from the drop-down menu above,
the “Percentage of Population Served” fields will be locked and the
“People Served” fields will be unlocked and available for data entry

instead.
Additional This space is provided for users to record important information that
Information cannot otherwise be input into the data entry form. Data entry for this
(Optional) field is optional.
Save Wastewater This button enables the user to save data without submitting the entry
Treatment Data for review. This is a useful tool for the user to review their entries prior
Button to final submission. When this button is used, the data will be

displayed in the right hand panel of the Data Entry Module screen.
Please take a moment to verify the accuracy of this data prior to
clicking the “Complete Wastewater Consumption and Cost" button.

U.S. Department of Energy 134 |Page
Sustainability Performance Office




Complete Prior to submission, please make sure to verify the accuracy of the

Wastewater data through the QA/QC Module (See Section 5.2 for more
Consumption and information). Once you have confirmed the data, click “Wastewater
Cost Button Consumption and Cost” to submit for review. There is a pop-up

window asking you if you are sure you want to submit the data. By
clicking Yes you will no longer be able to edit data without having your
reviewer reject the dataset.
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6.5. Evaluations & Measures

The following data categories are currently under development and will not be functional for
FY 2014 reporting. Additional information will be forthcoming.

6.5.1 Covered Facilities

6.5.2 Audits & Evaluations

6.5.3 Conservation & Efficiency Measures

U.S. Department of Energy 136 |Page
Sustainability Performance Office




6.6.Electronic Stewardship & Data Centers

Section 6.6 provides guidance for the following data categories: Electronics Acquisition,
Electronics Operations, and Electronics End-of-Life. For FY2014 reporting, the Data Centers
data category is not available for use.

6.6.1. Electronics Acquisition

The Electronics Acquisition data category’s primary objective is to collect data on sites’
acquisition of EPEAT-designated electronics over the course of the fiscal year.
Specifically, the site must report the total number of certain categories of electronics
(televisions, imaging equipment, and computers & displays) along with the number of
these devices that meet standards set forth under the Electronic Product Environmental
Assessment Tool (EPEAT). Guidance on how to complete the Electronics Acquisition
data category is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.
Fiscal Year | The current fiscal year will automatically populate.
The field will already be populated with Electronics Acquisition, as there are no
Category . . .
additional data entry options for this page.
Data Entry This field is already populated, as Fiscal Year is the required reporting period
Period Type | type.
There are three Electronics Categories that the user can select using
checkboxes, as shown below:
Electronic Electronic Eﬂumyuters & Dispiays
Categories: Categories: Imaging Equipment
Computers [ Televisions
& Displays

The boxes allow for multiple types of information to be entered simultaneously.
With each box checked, the Dashboard will update the page and generate the
required data entry fields that must be completed prior to data submission. When
Computers & Display are selected, the following table appears:
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Category:

Computers & Displays

Total Number Acquired

EPEAT Bronze

EPEAT Silver

EFEAT Gold

Desktops:

0

Displays:

0

MNotebooks:

0

Integrated
Desktop
Computers:

Worlstations:

Thin Clients:

Tablets/Slates:

The far left column contains the subcategories of equipment under Computers &
Displays. In the column labeled “Total Number Acquired”, enter the total number
of all Desktop computers, displays, notebooks, etc. that the site acquired for that
Fiscal Year. In the next three columns (EPEAT Bronze, Silver, and Gold), enter
how many of the total number of equipment acquired in that category qualified as
EPEAT-registered products at eat of the three levels. For example, a site might
have acquired 10 total tablets, of which 5 were Bronze, 3 were Silver, and 2

were Gold.

Electronic
Categories:
Imaging
Equipment

When the Imaging Equipment box is checked under the field “Electronic

Categories,” the following table is automatically generated for completion by the

user:

Category:

Imaging Equipment

Total Mumber Acguired

EPEAT Bronze

EPEAT Silver

EPEAT Gold

Copiers:

0

Digital
Duplicators:

0

Facimile
(Fax)
Machines:

Mailing
Machines:

Multifunction
Devices:

Printers:

Scanners:

Use the same approach described above: enter the total number of copiers, fax
machines, printers, etc. acquired in the far left column, and then enter the
number of these items that qualify under each EPEAT classification (Bronze,

Silver, and Gold).
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When the Televisions box is checked under the “Electronic Categories” field, the
following table is automatically generated for completion by the user:

Category: Televisions
Electronic | | Total Number Acquied | EPEATBronze | EPEAT Siver | EPEAT Gold |
Categories: = H H H ‘
. . Televisions: || 0 1] 0 0
Televisions
Use the same approach described above: enter the total number of televisions
acquired in the far left column. Then enter the number of these items that qualify
under each EPEAT classification (Bronze, Silver, and Gold) in the applicable
column.
Additional This space is provided for users to record important information that cannot
Information | otherwise be input into the data entry form. Data entry for this field is optional.
(Optional)
Save This button enables the user to save data without submitting the entry for review.
Electronics This is a useful tool for the user to review their entries prior to final submission.
Acquisition When this button is used, the data will be displayed in the right hand panel of the

Data Button

Data Entry Module screen. Please take a moment to verify the accuracy of this
data prior to clicking “Complete Electronics Acquisition.”

Complete Prior to submission, please make sure to verify the accuracy of the data through

Electronics | the QA/QC Module (See Section 5.2 for more information). Once you have

Acquisition confirmed the data, click “Complete Electronics Acquisition” to submit for review.

Button There is a pop-up window asking you if you are sure you want to submit the
data. By clicking Yes you will no longer be able to edit data without having your
reviewer reject the dataset.
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6.6.2. Electronics Operations

The Electronics Operations data category’s primary objective is to collect data on sites’
operation of electronics over the course of the fiscal year. Specifically, the site must
report the total number of electronics in certain categories that are subject to Power
Management requirements. Additionally, the numbers of printers, copiers, and multi-
function devices operating using Duplex Printing practices must also be reported.
Guidance on how to complete the Electronics Operations data category is provided

below.
Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.

Fiscal Year The current fiscal year will automatically populate.

The field will already be populated with Electronics Operations, as there are no

Category additional data entry options for this page.

Data Entry This field is already populated, as fiscal year is the required reporting period
Period Type | type.

When entering site power management data, the following table must be
completed:

Power Management

Mumber Exempt from Mumber Using Power

Total Number Owned Fower Management Management

Displays: || 0 0 0
Power

Management Computers™ || 0 0 0

*Computers include the follow items as definied by EFEAT: notebooks, desktops (independent of
operating system), integrated desktop computers, workstations, and thin clients.

The purpose of this table is to report a breakdown of the number of displays and
computers operated using Power Management practices and the number of
those that are not, both in relation to the total numbers of computers and
displays owned by the site. Enter the total number of displays/computers in the
far left column, and then enter the number that are exempt from Power
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Management practices in the center column. Laptops, desktops, and monitors
are considered exempt from power management requirements if they are
running mission critical applications (e.g. facility security, energy or
environmental management or other essential operational systems, if they are
maintaining continuous process monitoring or control or uninterruptable
laboratory experiments).

Finally, enter the total number of displays/computers using Power Management
in the column on the far right.

When entering site data for duplex printing, use the following table provided on
the Electronics Operations page.

Duplex Printing

Mumber Incapable of Mumber Using Duplex

Total Number Cwned

Duplex Printing Printing
Printers,
qulgx Copiers,
Printing and |l © 0 0
MFDs:
Enter the total number of printers, copiers, and multi-function devices (MFDs)
that the site owns in the far left column, labeled “Total Number Owned”. In the
center column, “Number Incapable of Duplex Printing”, enter the total numbers
of printers, copiers, and MFDs that physically cannot perform Duplex Printing.
Finally, enter the number of printers, copiers, and MFDs that use Duplex
Printing in the far right column.
Additional This space is provided for users to record important information that cannot
Information otherwise be input into the data entry form. Data entry for this field is optional.
(Optional)
Save This button enables the user to save data without submitting the entry for
Electronics review. This is a useful tool for the user to review their entries prior to final
Operations submission. When this button is used, the data will be displayed in the right

Data Button

hand panel of the Data Entry Module screen. Please take a moment to verify
the accuracy of this data prior to clicking “Complete Electronics Operations.”

Complete
Electronics
Operations
Button

Prior to submission, please make sure to verify the accuracy of the data through
the QA/QC Module (See Section 5.2 for more information). Once you have
confirmed the data, click “Complete Electronics Operations” to submit for review.
There is a pop-up window asking you if you are sure you want to submit the
data. By clicking Yes you will no longer be able to edit data without having your
reviewer reject the dataset.
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6.6.3. Electronics End-of-Life

The Electronics End-of-Life data category is designed to assist users in report
electronics disposition practices. Specifically, the site must report the total numbers (or
weight) of electronics and indicate how many (or how much) were donated or
transferred, recycled through a certified recycler, recycled by a non-certified recycler, or
disposed of in a landfill. Guidance on how to complete the Electronics End-of-Life data
category is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.
Fiscal Year The current fiscal year will automatically populate.
C The field will already be populated with “Electronics End-of-Life”, as there are no
ategory " ! .
additional data entry options for this page.
Data Entry This field is already populated, as fiscal year is the required reporting period
Period Type | type.
Recycling may be reported in three ways, as shown below:
Heows wiould you
like to enter your i
recycling data?: |ltemized List of Electronics
Mixsd YWeight and [tems
Bulk Weight of Electronics (Preferred)
How would
you like to This option lumps all electronics together, allowing the user to simply report the
enter your total weight of electronics recycled for each recycling category.
recycling
data? Itemized List of Electronics

This option allows the user to provide SPO with a complete, itemized list of all
electronics recycled and the manner in which they were salvaged.
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Mixed Weight and items

This data entry option is a combination of the previous two. It permits the user to
enter both electronics recycling data by total weight (similar to the Bulk Weight
of Electronics option) and allows the user to enter a complete itemized list of the
number of each type of electronics equipment recycled.

Bulk Weight of Electronics (Preferred)

Using the drop-down menu labeled “How would you like to enter your recycling
data?”, select Bulk Weight of Electronics to report the total weight of all
electronics recycled by the site for the Fiscal Year. When this option is selected
from the menu, the page will automatically update and cause the following field
and table to appear:

Select entry units
for weight of bulk [Pounds  [~]
electronics:

If using "Mixed Weight and Items”, items should not be counted in both entry types.

Data Entry . .
Type Electronics Recycling - Bulk
‘Weight Transferred or ‘Weight Recycled through || Weight Recycled through Weight disposed (e.g.
Donated Certified Recycler non-Certified Recycler landfill)
Weight of
Bulk || O 0 0 0
Electronics:

First, use the drop-down menu to select the units that the weight data will be
reported in (pounds or kilograms). Next, complete the table with data for the site
for this fiscal year.

Itemized List of Electronics

Using the drop-down menu labeled “How would you like to enter your recycling
data?”, select Itemized List of Electronics to report a complete list of all
electronics recycled by the site for the Fiscal Year. By selecting an itemized list,
the table below is automatically generated:

Data Entry . ] .
Typa Electronics Recycling - Itemized
Mumber Recycled Mumber Recycled )
Numbef Transterred or through Certified through non-Certified N“mbeflg’rﬁ%ﬁ?e‘j (eg.
Recycler Recycler
CRT Monitors: ” 0 ” 0 ” 0 ” 0
LCD Monitors: || O 0 0 1]
Deskiops: || O 0 0 1]
Motehooks: || O 0 0 0
| Intenratad ” ” ” ”
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The entire list is not shown in the image above, but the table contains 19 rows of
electronic equipment types that the user can enter data in. For each type of
equipment Year (televisions, servers, mobile phones, etc.) that the user’s site
recycled over the last fiscal year, complete the fields as applicable. The data
here is entered by number of electronic items (i.e. the number of televisions
recycled) instead of the weight, as is required in the previous data entry option.

Mixed Weight and items

Selecting this option will cause the page to automatically update, generating the
tables shown below:

Data Entry B _
Type Electronics Recycling - Bulk
‘Weight Transferred or Weight Recycled through Weight Recycled through Weight disposed (e.g.
Donated Cerified Recycler non-Certified Recycler landfill)
Weight of
Bulk || 0 ] 1] 0
Electronics:
Data Entry . ] -
Type Electronics Recycling - Itemized
Number Recycled Number Recycled .
Number Tranisferred or through Cerfified through non-Certified “”mberlg’fd%ﬁ?ed g
Recycler Recycler
CRT Manitors: || 0 0 ] 1]
LCD Monitors: || O 0 0 0
Desktops: || O 0 0 0
Notebooks: || 0 0 0 0
Intanratad

These are the same tables shown above, but in this option the user can fill out
both. Electronics should only be entered in one category (i.e. bulk or itemized).

What type of
recycling
services/prog
rams do you
participate
in? Select all
that apply.

For this item, the Dashboard presents the user with a number of check boxes
that allows the user to select as many applicable recycling programs or services
as the user needs to report. If the user’s site utilizes other services or programs
not present here, please describe them in the “Additional Information (Optional)”
field below. The user will be presented with the following options:
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[ izsA Xcess

[ gsa Computers for Learning

(] unicor

"l usPs BlueEarth Federal Recycling Program

["| Mon-Certified Private Recycler

[ r2 andior E-Steward Certified Recycler

[ other Certified Recycler (describe in Additional Information)
[ other (describe in Additional Information)

‘What type of
recycling
services/programs
do you particpate
in? Select all that
apply.

Additional This space is provided for users to record important information that cannot
Information otherwise be input into the data entry form. Data entry for this field is optional.
(Optional)

Save This button enables the user to save data without submitting the entry for
Electronics review. This is a useful tool for the user to review their entries prior to final
End-of-Life submission. When this button is used, the data will be displayed in the right

Data Button

hand panel of the Data Entry Module screen. Please take a moment to verify
the accuracy of this data prior to clicking the “Save Electronics End-of-Life Data”
button.

Complete
Electronics
End-of-Life
Button

Prior to submission, please make sure to verify the accuracy of the data through
the QA/QC Module (See Section 5.2 for more information). Once you have
confirmed the data, click “Complete Electronics End-of-Life” to submit for review.
There is a pop-up window asking you if you are sure you want to submit the
data. By clicking Yes you will no longer be able to edit data without having your
reviewer reject the dataset.

6.6.4. Data Centers

This data category is currently under development and will not be functional for FY 2014
reporting. For FY2015 Guidance will contain a link to DOE GRIT
(https://doegrit.energy.gov) which provides sustainability information for both Federal

and Government-Owned Contractor Operated data centers.
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6.7.Acquisition

Section 6.7 contains guidance for the Sustainable Acquisition Contract Review.

6.7.1. Sustainable Contract Review

The Sustainable Contract Review data category collects data on the presence of
sustainable clauses and provisions in new contract actions. Specifically, the site must
report the Total Number of New Contract Actions; New Contracts Reviewed for
Sustainable Acquisition Clauses; New Contracts Without Opportunity for Sustainable
Acquisition Clauses; and New Contracts Containing All Applicable Sustainable
Acquisition Clauses. Guidance for completing the Sustainable Acquisition data category

is provided below.

Site Site name will automatically populate.
PSO PSO will automatically populate.
Site # Site Number (i.e., legacy EMS4 number) will automatically populate.
Fiscal Year The current fiscal year will automatically populate.
Catedqor The field will already be populated with Sustainable Contract Review, as there
gory are no additional data entry options for this page.
Data Entry This field is already populated, as fiscal year is the required reporting period
Period Type | type.
The purpose of this table is to provide the number of new contracts from the
previous fiscal year containing all applicable sustainable acquisition clauses.
Sustainable Contract Review
. . New Contracts Without Mew Contract
Sustainable Total Number of New || V€Y %?’g;iﬁ;ﬁnﬂaz‘l’:‘w‘m epr?thl)lft?Jiity for Comair?iu:g :|T,£\?]p|?cab|e
Contract Acti Sustainable Acguisiti Sustainable Acquisiti
ggcltésv.ct onira Lrons Acquisition Clauses s EIFI%IEEI.‘JS:;UISI 1on us alﬂ%laisecsqulsl 1on
Construction: || O 0 0 0
Custodial: || 0 0 0 0
EE E E I |

U.S. Department of Energy
Sustainability Performance Office

146 |Page




Total Number of New
Contract Actions

Enter the total number of new contract actions
separated by construction, custodial and other
contract actions. If reporting other types of
contracts in addition to construction or
custodial an explanation should be provided in
the “Additional Information” field.

New Contracts
Reviewed for
Sustainable
Acquisition Clauses

The number of contracts reviewed during the
previous fiscal year. At minimum, 5% of new
contract actions must be reviewed. However,
a greater number of contracts (up to 100%)
may be reviewed to ensure the sample size of
contracts can adequately assess
performance.

New Contracts
Without Opportunity
for Sustainable
Acquisition Clauses

Enter the number of reviewed contracts for
which there is no opportunity for sustainable
acquisition. This could include contracts which
do not contain any opportunity for sustainable

acquisition (e.g. support services) or contracts
for which specialized products are required
that cannot be substituted.

Enter number of reviewed contracts meeting

New Contracts

Containing All all relevant sustainable acquisition
Applicable requirements.
Sustainable

Acquisition Clauses

Additional This space is provided for users to record important information that cannot
Information otherwise be input into the data entry form. Data entry for this field is optional.
(Optional)
Save This button enables the user to save data without submitting the entry for
Sustainable | review. This is a useful tool for the user to review their entries prior to final
Contract submission. When this button is used, the data will be displayed in the right
Review Data | hand panel of the Data Entry Module screen. Please take a moment to verify
Button the accuracy of this data prior to clicking the “Complete Sustainable Contract
Review" button.
Complete Prior to submission, please make sure to verify the accuracy of the data through
Sustainable | the QA/QC Module (See Section 5.2 for more information). Once you have
Contract confirmed the data, click “Complete Sustainable Contract Acquisition” to submit
Review for review. There is a pop-up window asking you if you are sure you want to
Button submit the data. By clicking Yes you will no longer be able to edit data without

having your reviewer reject the dataset.
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7. Reports Menu

The Dashboard contains analytical tools and reports to assess performance against DOE’s
sustainability goals. The Dashboard Module and Performance Graphs highlight progress
towards goals on OMB’s Sustainability and Energy Scorecard. Progress against other ancillary
goals may be found through the QA/QC Module. A comprehensive scorecard will be developed
and added to future versions of the Dashboard.

7.1.Dashboard Module

The Dashboard Module highlights performance against goals on the annual OMB
Sustainability and Energy Scorecard. The example table below provides DOE’s overall
sustainability progress. The table is filterable by Under Secretary, Program, Site, and
Reporting Year.

7.1.1. Accessing the Dashboard

From the Top Navigation Bar, choose Dashboard from the Reports Menu.

DOE Sustainability Dashboeard

lanaged by DOE's Sustainability Performance Office

L] ‘ Reports ‘ Data ‘ Administration ‘ Help

Dashboard

A R [ e o = I J[me= HED &

ouse Gas Emissions
65y 2 parcent vy Y 202 oo

(3,085 857,62 MICO2e)

3 Greenhouse Gas Emissions
s By 13 parcar oy Y 2020 el

Renewable Ener, EISA Section 432
unosrDeveapment

High Performance Sustainable Buildings
TR — % Crck et
i

7.1.2. Dashboard Filters

Data presented on the Dashboard may be modified using the filters located above the
Dashboard graphic. The filters can be utilized singularly or as a combination. The
operation of these filters is described below.

DOE: Beneath the site navigation bar and to the far left of the Dashboard filters is a
single button labeled “DOE”, as shown below:
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Welcome, evan.m.paradis

A | Reports ‘ Data | Administration ‘ Help

Dashboard

DOE [I\\IDenllUnderSeMnes | ][ All Program Offices ][ AllSites | ][ 2013 | ]

Scope 1 & 2 Greenhouse Gas Emissions 1
Goal: Reduce dirsct GHG smissions by 26 percent by FY 2020 relative o FY 2008 bassiine 1

Potable Water Intensity

Goal: Reduce water intensity by 26 percent by FY 2020 relative to FY 2007 baseline

This button will clear all filters and display Department-wide performance only. This acts
as a reset button to return the user to default filter settings.

Note: Users are limited in the following areas based on access and privileges. For
example, a Site User from one site will not have visibility into another site’s (or
Program’s) data and performance. If you have questions about access privileges, please
contact the SPO at sustainability@hqg.doe.gov.

All Dept / Under Secretaries:

This filter presents sustainability data for all sites and offices under a particular Under
Secretarial Element.

. L Welcome, evan.m.paradis
) ‘ Reports ‘ Data | Administration ‘ Help
Dashboard
DOE [ All Dept / Under Secrataries | ] Al Program Officas | ][ Al Sites | ][ 2013 | ]
1 ||
Scope 1 & 2 Greenhouse Gas Emissions 1 Potable Water Intensity
Goal: Reduce direct GHG emissions by 28 percent by FY 2020 relative to FY 2008 baseline a Goal: Reduce water intensity by 26 percent it by FY 2020 relative to FY 2007 baseline

Filtering to a specific Under Secretarial Element will present that organization’s
sustainability performance. In addition, it will narrow down the list of respective program
Secretarial Offices and Sites, which are filterable in the following sections.

All Program Offices:

At its default position “All Program Offices”, sustainability data is presented for all DOE
programs under the pre-selected Under Secretarial unit, as described above. Filtering to
a specific Program will present that Program’s sustainability performance.

Welcome, evan.m.paradis

A ‘ Reports ‘ Data ‘ Administration | Help

Dashboard

DOE [ Al Dept / Under Secrataries | I[ All Program Officas | ]I Al Sites | ][ 2013
1 ]

Scope 1 & 2 Greenhouse Gas Emissions 1 Potable Water Intensity
Goal: Reduce direct GHG emissions by 28 percent by FY 2020 relative fo FY 2008 baseline: & Goal: Reduce water infensity by 26 percent t by FY 2020 refative to FY 2007 baseline.
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All Sites:

At its default position “All Sites”, the user is shown sustainability data for all of DOE, or
as described above, all sites under a selected Under Secretary or Program Office.
Filtering to a specific Site will present that Site’s sustainability performance.

A ‘ Reports ‘ Data ‘ Administration ‘ Help

Dashboard

DOE [Aunepuunaersemnes | ][ All Program Offices: ‘ [mlsmg ‘ ]I 2013 ‘ ]

Scope 1 & 2 Greenhouse Gas Emissions 1 Potable Water Intensity
Goal: Reduce direct GHG emissions by 28 percent by FY 2020 relative to FY 2008 baseline » Goal: Reduce water infensity by 26 percent by FY 2020 relative to FY 2007 baseline

Year:

The most recent and approved FY serves as the default data.

A ‘ Reports ‘ Data ‘ Administration ‘ Help

Dashboard

DOE [mmenuunaersemnes | ][ Al Program Offices | ][ Al Sites | [zmz | ]
1

Scope 1 & 2 Greenhouse Gas Emissions 1 Potable Water Intensity
Goal: Reduce direct GHG emissions by 28 percent by FY 2020 relafive to FY 2008 baseline 5 Goat: Reduce water intensity by 26 percent by FY 2020 relafive to FY 2007 baseline

The drop-down menu may be used to view historical goal performance. The range of
fiscal years available is determined by the data submitted by Sites in past year’s
reporting cycles.

7.1.3. Dashboard Goals Description

The Dashboard Module provides a summary of progress towards goals on the annual
OMB Sustainability and Energy Scorecard. The Scorecard outlines specific interim goal
targets developed by Office of Management and Budget (OMB) and the Council on
Environmental Quality (CEQ). The colors of the icons on the Dashboard directly
correlate with the Scorecard’s green/yellow/red scoring system. The following table
describes the goals/icons found on the main Dashboard page:

Dashboard = Goal Name Metrics Description

Icons
Scope 1 &2 | This metric displays performance against the scope 1 &
g Greenhouse | 2 GHG emissions reduction goal (28 percent reduction
V] Gas by FY 2020). This metric is reported as a percentage
Emissions change relative to the FY 2008 baseline, and as a total

emissions amount measured in millions of tons of carbon
dioxide equivalent (MtCO2e).
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Dashboard

Icons

Goal Name

Metrics Description

Scope 3 This metric displays performance against the scope 3
Greenhouse | GHG emissions reduction goal (13 percent reduction by
Gas FY 2020). This metric is reported as a percentage
Emissions change relative to the FY 2008 baseline, and as a total
emissions amount measured in millions of tons of carbon
dioxide equivalent (MtCO2e).
Energy This metric displays performance against the Energy
Intensity Intensity reduction goal (30 percent reduction by FY
2015). Performance is measured by Btu per gross
square foot (Btu/GSF) and relative to the FY 2003
baseline.
Renewable This metric displays performance against the Renewable
Energy Energy goal (20 percent by FY2020). Performance is
measured as the percentage of renewable electric
energy use relative to total electricity use (in MWh).
Potable This metric displays performance against the Potable
Water Water Intensity goal (26 percent reduction by FY 2020).
Intensity Performance is measured by gallons per gross square
foot and relative to the FY 2007 baseline.
Fleet This metric displays performance against the Fleet
Petroleum Petroleum Reduction goal (30 percent reduction by FY
2020). Performance is measured in gasoline gallons
equivalent (GGE) relative to the FY 2005 baseline.
High This metric tracks progress toward the HPSB goal (15
Performance | percent by FY 2015). Performance is measured as
Sustainable percentage of buildings meeting the Guiding Principles
Buildings for Federal Leadership in High Performance and
(HPSB) Sustainable Buildings relative to overall building
inventory.
@ EISA Section | This Dashboard metric is currently under development.
432 When completed, it will track compliance with EISA

Section 432.
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7.1.4. Dashboard Module Metrics In-Depth

Each Dashboard Module metric, displays the goal icon, title of the metric, and three
pieces of summarizing information. As mentioned previously, the colors (green, yellow,
and red) signify the status towards achieving the goals. Green represents attainment of
the annual target, red represents falling more than 50 percent short of the target, and
yellow is in between. An example summarizing DOE-wide fleet petroleum reduction

progress is provided below:

Fleet Petroleum
Goal: Reduce fleet petroleum use 30 percent by FY 2020 relative
fo FY 2005 baszeline

Baseline: 7,401,460 GGEs
Interim Target (F% 2013); -16 %

Current Performance: -16% (6,213,853 GGEs)

Goal:

The goal is defined. In this example,
the fleet petroleum use reduction target
is 30 percent by FY 2020 relative to the
2005 baseline.

Baseline:

The actual goal baseline value is
presented. In this example, DOE’s FY
2005 fleet petroleum use was
7,401,460 GGEs. This is the starting
point from which DOE progress in fleet
petroleum reductions is measured.

Interim Target:

The interim goal target based on
OMB'’s Sustainability and Energy
Scorecard. In this example, the FY
2013 interim target for fleet petroleum
reductions is 16 percent relative to the
2005 baseline.

Current Performance:

States goal performance through the
selected Fiscal Year. The percentage
value indicates performance against
the baseline; while the parenthetical
value denotes the actual value in the
unit of measure for the respective goal.
In this example, DOE achieved a 16
percent reduction in fleet petroleum
use through FY 2013. This
performance is scored “green” as it
meets or exceeds the interim target of
a 16 percent reduction.
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Selecting any of the metric icons will take direct the user to the corresponding Performance
Graph page. The features and operation of this tool the Performance Graphs will be
described in the Section 7.2 Performance Graphs.

7.2.Performance Graphs

Similar to the Dashboard Module, the Performance Graphs Module provides progress
against the OMB Sustainability and Energy Scorecard goals. And like the Dashboard
Module, the graphs are by organizational element. The Performance Graphs, however, also
present performance dating back to the baseline year, with trend lines and a graphical
display of performance against interim targets. Performance Graphs are particularly useful
for spotting and evaluating trends in key sustainability metrics.

Note: Users’ access privileges vary, depending on approved DOE Sustainability Dashboard
user profiles. For example, Site users may view the performance of each site that they are
assigned to, their associated HQ Program and Under Secretarial Elements, and
performance for DOE overall. If you have questions about your access privileges, contact
the SPO at sustainability@hqg.doe.gov.

Current fiscal year data (and associated performance) is only considered final upon
approval by the respective Site Manager, Site Office, HQ Program and SPO Administrators.
Performance Graphs data for the current reporting year is subject to change.

7.2.1. Accessing Performance Graphs

To access the Performance Graphs, navigate to the Performance Graphs through the
Dashboard icons as illustrated below. Alternatively, you may select the Reports Menu
from the Top Navigation Bar, and choose Performance Graphs.

DOE Sustainability Dashboard

Managed by DOE’s Sustainability Performance Office

|
# Reports Data Administration Help

Performance Graphs: Goal Performance

DOE |~memru"mrs=cmsm | l All Program Offices | l Al Sites | “ Goal Performance | l

~ Scope 1 & 2 GHG Emissions -

Energy Intensity
 Renewable Energy g

otable Water

ntemsity I
2008 200" 2010 201 e o =
Baseiine;

uikdings

Fiscal Year

B Actual - Target
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7.2.2. Selecting Goal Areas

Goal data may be viewed by clicking a goal icon in the left hand panel of the graphical
display. With the selection of a goal, the graphs will refresh and display the
corresponding data. These goal areas are highlighted in red below:

Performance Graphs: Goal Performance

DOE [ All Dept / Under Secretaries | M All Program Offices ‘ ]

Scope1 &2 Goal:
Greenhouse Gas
Emissions 10M

Scope 3

Greenhouse Gas
Emissions

Energy Intensity

Ecisi

|

5T [0 168

|

i Renewable Energy

MitCO2e

Potable Water
Intensity

Fleet Petroleum

oM
High Performance 2008 2009* 2010 2011
Sust. Buildings (Baseline)
! Under Development

7.2.3. Selecting Filters

Beneath the navigation menu and above the graphs, there are several filters that enable
the user to customize the data shown in the graph below. These filters can be used
singularly, or in combination.

The default position is “DOE”, located in the top left corner of the display. To deselect all
filters click on “DOE” in the top left corner of the Performance Graphs display.

| Wednesday, August 27, 2014 | Log Out

# ‘ Reports ‘ Data ‘ Administration | Help

Performance Graphs: Goal Performance

I DOE [AI\ Dept / Under Secretaries. | [Al\ Program Offices | ][ Al Sites | ][ Goal Performance | ]

Scope 1 & 2 GHG Emissions
HG emissions by nercent by FY 2000 rel

cope ] duce direct ative 10 FY 2008 haselin

DOE: Beneath the site navigation bar and to the far left of the Dashboard filters is a
single button labeled “DOE”, as shown below. This button will clear all selected filters
and display Department-wide performance data. This acts as a reset button to return the
user to default filter settings.
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Note: Users are limited in the following areas based on access and privileges. For
example, a Site User from one site will not have visibility into another site’s (or
Program’s) data and performance. If you have questions about access privileges, please
contact the SPO Administrator.at sustainability@hg.doe.gov.

All Dept / Under Secretaries: This filter allows the user to view sustainability data for all
sites and offices under a particular Under Secretarial Element.

| Wednesday, August 27, 2014 | Log Out

# Reports Data Administration Help

Performance Graphs: Goal Performance

Doe | anDast Uncar secreares | ] rogram omcee || aastes | [ oa potomanc

m e e ool Reduce direct G

Scope 1 & 2 GHG Emissions

Filtering to a specific Under Secretarial Element will present that organization’s
sustainability performance. In addition, it will narrow down the list of respective program
Secretarial Offices and Sites.

All Program Offices: “All Program Offices” is the default setting for this filter, which
allows users to refine the data shown by offices found under the previous filter (“All Dept
/ Under Secretary”). The options for offices will depend on the user’s access credentials.

Rt O

# Reports Data Administration Help

Performance Graphs: Goal Performance

DOE | AIDent/ Under Secretaries I ANl Program Offices | ‘ Al Sies | |Gw\l’:ﬂomlinw
Scope 1 & 2 CHG Emissions
m Scope 142 G emissions by 28 percent by FY elative &
3A' Greenhouse Gas

All Sites: This filter refines the data shown in the graph to a specific site.

pENT O

Welcome, evan.m.paradis | Wednesday, August 27,2014 | Log Out

A ‘ Reports ‘ Data ‘ Administration ‘ Help

Performance Graphs: Goal Performance

DOE [ All Dept/ Under Secretaries. \ ][ All Program Offices. Al Sites \

Scope 1 & 2 GHG Emissions
E’ Scope 182 Goal: Reduce direct GHG emissions by 28 percent by FY 2020 relative to FY 2008 baseline
2A’ Greennouse Gas

Goal Performance/Contribution: This filter toggles between the Goal Performance
Graphs and Contribution Graphs. The filter's default setting is “Goal Performance”. The
Goal Performance and Contribution Graphs are described below.

B o

Welcome, evan.m paradis

# Reports Data Administration Help

Performance Graphs: Goal Performance

DOE {mnmuunms.amm \ " All Program Offices | INISmss | [GmlPsrfnrman(a

Scope 1 & 2 GHG Emissions
HG emissions by 28 percent by 20 relative v
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Goal Performance Graphs

The Goal Performance Graphs display goal performance for the selected
organization and sustainability goal area. In the image shown below, the solid
blue bars represent actual data. The red line shows the interim target as
prescribed by the OMB Sustainability and Energy Scorecard.

Performance Graphs: Goal Performance

\ DOE |[ All Dept / Under Secretaries | ][ All Program Offices | ][ All Sites | ][ Goal Performance | ]

Fleet Petroleum
Scope 142 Goal: Reduce fleet petroleum use 30 percent by FY 2020 relative to FY 2005 baseline
Greenhouse Gas
Emissions 8M

[
M

BB Actual @ Target
Scope 3
Greenhouse Gas
Emissions

Energy Intensity

i Renewable Energy

Potable Water
Intensity

Fleet Petroleum

High Performance 2005 2006 2007 2008 2009 2010 20m 2012 2013 2014 2015 2016 2017 2018 2019 2020
Sust. Buildings (Baseline)
@ : || under Development

EEEEESEE

Fiscal Year

Placing the cursor over each solid blue bars or red dot will present the goal
target, actual performance, whether the target has been met, and important
notes for the fiscal year selected.

Goal: Red|
M
2009
Target: 10.00% Reduction | 6,661,314.00 GGE
Actual: 16.4% Reduction | 6,185,843.00 GGE o—
BM Target Mer: 475,471.00 GGE I
:E | . I I I .
=)
2M L L L L L
oM
2005 2006 2007 2008 2009
(Baseline)

Contribution Graphs

Contribution Graphs displays an organizational unit’s contribution to the
organization as a whole (i.e., a site’s contribution to its respective HQ Program
office). The graphs present raw data in stacked bar graphs.
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DOE Sustainability Dashboard

Managed by DOE'’s Sustainability Performance Office

P Welcome | Thursday, Oclober 02, 2014 | Log Out
Reports ‘ Data ‘ Administration | Help

Performance Graphs: Contribution to Goal

[ All Dept/ Under Secretaries | ][ All Program Offices | ][ Contribution | ]

Fleet Petroleum Use Comparison

[
I

Scope 182
G,ee“ﬁouse Gas 8 DOE Corporate Office [l Power Marketing Administrations [l Under Secretary for Management & Performance [l Under Secretary for Nuclear Security Bl Under Secretary for Science & Eneray

Emissions

Scope 3
Greenhouse Gas
Emissions
&M

Energy Intensity

4

$ Renewable Energy 3 am

Potable Water
Intensity

Fleet Petroleum

High Performance
Sust. Buildings
Under Development

EEEE
I .

]

2005 2006 2007 2008 2009 2010 2011 2012 2013 2014 2015 2016 2017 2018 2018 2020

The selected filters “All Dept / Under Secretaries”, “All Program Offices” and
“Contribution” produced this stacked bar graph that shows how much each Under
Secretary contributed to the total fleet petroleum use.

7.2.4. Other Performance Graph Features

For each graph that is created, users may print or download the image for offline use.
These functions can be found in the upper right-hand corner of each graph, show
outlined in red below. Select the “Print Option,” shown below as the printer icon, to print
the graphs and images.

[ Goal Performance | ]

nissions 8L
FY 2020 relative to FY 2008 baseline

B Actual - Target

Select the “Download” option, shown above as the arrow icon, to save the graphs and
images digitally in the following file format options: PNG image, JPEG, PDF, or SVG
vector. The “Download Raw Data” option is under development, and will be available for
future reporting.

-

Download PNG image
Download JPEC image
Download PDF document
Download SVC vector image

Download Raw Data - Under Construction
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7.3.Create a Report

The Create a Report page, located in the Reports Menu, allows users to download raw
data maintained by the system. Data is available for download in MS Excel format for each
reporting category. The data may be refined further by PSO, Site, Data Category, and Year.
Users may select multiple options under each list by holding the shift or control key when
selecting items.

DOE Sustainability Dashboard

Managed by DOE'’s Sustainability Performance Office

P - ‘Welcome, evan.m.paradis | Wednesday, August 27, 2014 | Log Ou|
Reports ‘ Data | Administration ‘ Help

Create a Report setect your parameters

Corporate / Under Secretary: CEDR Section:

Al Al

Facilities - Energy

Facilities - Water

Facilities - On-Site Renewables

Facilities - Purchased Renewables

ehicles & Equipment - Non-Fleet Fuel

Vehicles & Equipment - Fleet Fuel

vehicles & Equipment - Fugitives & Refrigerants

venicies & Equipment - Fleet Acquisition
[Travel & Commute - Air Travel

ol _m,0 il

Federal Energy Regulatory Commission

National Nuclear Security Administration

Naval Reactors

(Office of Civilian Radioactive Waste Management
Office of Energy Efficiency and Renewable Energy
Office of Emironmental Management

Office of Fossil Energy 2006
(Office of Health, Safety and Security

Office of Legacy Mansgement

-
EE

[ Albuquerque Complex
| Ames Laboratory

W

East Tennessee Technology Park
Environmental Management Con:
Federal Energy Regulatory Commission s2

7.3.1. Select Parameters

Reports may be customized through a series of selections. Users must select the PSO,
Site(s), Data Category and Year prior to report generation.

A brief description of these fields follows:

o “Corporate / Under Secretary”: A typical site user will only be presented with a
single option for this field, which is All.

e “PSO”: This field enables the user to select a Program Secretarial Office (PSO).
Once selected, the subsequent fields will be further refined. For example,
selecting National Nuclear Security Administration (NNSA) in this field refines the
Sites options to only those under NNSA.

o “Site”: The options for selecting specific Sites for data download are based on the
criteria selected in the “PSQO” field above.
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o “Data Category”: Data Categories may be selected singularly or in combination.
Multiple selections can be made using the Shift or Control key.

7.3.2. Export to Excel

Once the report criterion has been selected, the “Export to Excel” button (highlighted in
red below) starts the download process.

Welcome | Thursday, October 02, 2014 | Log Out

Export to Excel

- Water
- On-Site Renewables =
Facilities - Purchased Renewables
Vehicles & Equipment - Non-Fleet Fuel
Vehicles & Equipment - Fleet Fuel
Viehicles & Equipment - Fugitives & Refrigerants
Vehicles & Equipment - Fleet Acquisition
Travel & Commute - Air Travel S

After the “Export to Excel” button is clicked, your web browser will automatically begin
the download process. The default file name given to the downloaded report is
“CEDR_Report.xIsx”. Itis recommended that downloaded files are appropriately
renamed.
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